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Washington actions foreshadow end of compulsory retirement 
Tomorrow’s “Girl Friday” —the training of a programmer 
How a 23-person office automated its invoicing, billing 
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A. Operator inserts mi- 
crofilm aperture card. 


B. Next, inserts sheet of 
ordinary paper, vellum, 
or offset paper master. 
Insertion starts auto- 
matic printing and proc- 
essing cycle. 


C. First print is auto- 
matically delivered in 30 
seconds; subsequent 
prints (of the same or 
different drawings) 
every 15 seconds. 
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The Copyflo 1824 Printer, using ordinary paper, 
cuts costs of engineering-drawing reproduction 


Here’s a remarkable machine that 
sharply reduces the cost of engineer- 
ing-drawing reproduction because it 
uses ordinary, inexpensive paper. 

The XeroX® Copyflo® 1824 print- 
er, which requires no exposure or 
other adjustment, reproduces from a 
microfilm aperture card, making dry, 
positive, 18” x 24” prints—or smaller 
—at extremely low cost. It also copies 
onto vellum or offset paper masters. 

Operation is automatic. Prints 
ready for immediate use emerge as 
fast as four a minute. 

The quality of reproduction is su- 
perb. Images are sharp black-on-white 
and won’t rub off. There is no odor, 


no waste, and the finished print may 
be written on with pen or pencil. 
Regardless of your engineering- 
drawing-reproduction needs, you can 
now enjoy the tremendous savings in 
time, money, space, and materials of 
your own unitized microfilm system. 
Formerly, such economies required 
a substantial reproduction need. To- 
day, however, the Copyflo 1824 print- 
er offers the same proportionate bene- 
fit to small-volume users as to large. 
No need now for vast files of engineer- 
ing drawings. Microfilm aperture 
cards require only a fraction of the 
storage space required for other repro- 
ducibles. No more costly waiting for 
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prints, which--made by a Copyflo 
1824 printer- are so inexpensive your 
engineers can discard them after use. 

Write today for our free 1824 book- 
let giving the full benefits you can ex- 
pect from a Copyflo 1824 printer. 
HALoiw XEROX INc., 61-241X Haloid 
St., Rochester 3, N.Y. Branch offices 
in principal U.S. and Canadian cities. 
Overseas: Rank Xerox Ltd., London. 


HALOID 
XEROX 
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A Long Distance call 


never gets buried 


in an in box’ 


Telephone, and you’re right at your prospect’s desk. You 


bypass delays, get immediate attention. 


What’s more, your voice and personality add persuasion 


to your sales points. You can present your facts right then 


and there, answer questions, give all the information needed 


to close the sale. 


This powerful tool is right on your desk—waiting to work 


for you now. 


Long Distance pays off! Use it now... for all it’s worth! 


faves ena atest nk ee i ems ert etn th ara enna 
| 

| LONG DISTANCE RATES ARE LOW 
Here are some examples: 

| Washington, D. C. to Philadelphia 65¢ 
Cincinnati to Detroit . 85¢ 
! Nashville to Chicago A a . $1.15 
San Francisco to Salt Lake City . $1.35 
| Tulsa, Okla. to New York . $1.70 
| These are day rates, Station-to-Station, for the first three 
\ minutes. Add the 10° federal excise tax, 

| 
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BELL TELEPHONE SYSTEM 
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EMPIRE PAPER COM- 
PANY, distributors of 
paper products, chemi- 
cals, and janitor supplies. 


THIS NATIONAL SYSTEM 
pays for itself every year. 


“Our G@alional Accounting System 


Saves us*6,900 a year... 


returns 105% on investment annually!’’—the Empire Paper Company _ 


“We are thoroughly satisfied with 
our National Class 32 Accounting 
Machine. The advantages over our 
previous method are many, but we 
are most pleased it saves us at least 
$6,900 yearly. 

“All of our records, including gen- 
eral ledger, are posted daily. Before 
installation of our National System, 
we were always two to three days 
behind in posting our accounts re- 
ceivable. Since we installed our 
National System, customers’ ledgers 
are posted as a by-product of invoic- 


ing and are always current. Sales- 
men’s ledgers are up-dated daily and 
we can tell at a glance anytime dur- 
ing the month our over-all sales and 
each salesman’s production. 

“We are most pleased with the 
results we have obtained from our 
National Accounting System.” 


i LUeates 


General Manager of 
Empire Paper Company 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES © 77 YEARS OF HELPING BUSINESS SAVE MONEY 


4 


(Circle No. 36 on Reader Inquiry Card) 


OFFICE MANAGEMENT and AMERICAN BUSINESS 


JOHN L. ESTES, GEN- 
ERAL MANAGER of Em- 
pire Paper Company 


Wichita Falls, Texas 


Your business, too, can benefit from the 
many time- and money-saving features 
of a National System. Nationals pay 
for themselves quickly through savings, 

then continue to return you a regular 
yearly profit. National’s world-wide 
service organization will protect this 
profit. Ask us about the National Main- 
tenance Plan. (See the vellow 
pages of your phone book.) 


*TRADE MARK REG. U. S. PAT. OFF. 


Yvwtional * 
ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


ELECTRONIC DATA PROCESSING 
wer paper (No CarBon Reauirep) 
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As automation changes traditional 
office work methods, new per- 
sonnel needs are being felt. One 
of the most important jobs is that 
of the programmer, such as Lynn 
Phillips, subject of this month’s 
cover. See story, page 26. 
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Washington actions foreshadow end of compulsory 
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Recent White House Conference recommends “flexible” retirement 
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NOW: 

YOUR 

SPIRIT 
DUPLICATING 
CAN 

BE AS 
CLEAN AS 
THIS 

PAGE 


The degree of cleanliness achieved by new Columbia Plastisol 
Spirit Ready-Masters was but a few years ago only a laboratory 
dream and a typist's hope. 


This new cleanliness is the product of Columbia research and 
development. It is obtained by the use of chemically integrated 
dyes suspended in plastic composition. 


In preparation, handling and duplicating of all types of masters 
from simple carbon units to complex forms for office systems 
applications and data processing, cleanliness is the word— 
figuratively and literally. 


In addition to cleanliness the user is assured crisp, clear copies 
throughout the duplicating run. Long highly uniform runs and the 
ability to re-run are added assets. And the new Plastisol Spirit 
Ready-Masters go into action immediately—no build-up with the 
resultant waste of paper. 

Whether it's in flat sheets, master units, continuous forms, tele- 
typewriter rolls or interleaved sets, a Plastisol spirit carbon will 
handle the job. Get this new cleanliness. Get Columbia Plastisol 
Spirit Duplicating Masters. 


For free demonstration consult yellow pages for Columbia 
dealer nearest you. For further information write to “Plastisol 
Division” at their address below. 


PLASTISOL SPIRIT MASTERS. 
BY 


Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, N. Y. 


Columbia Ribbon & Carbon Pacific, Inc., Duarte, Calif. 
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Coming Events 


Northeastern Michigan Business 
Machine and Equipment Show, Al- 
pena, February 8-10. 

Sponsor: National Association of 

Accountants, Northeastern Mich. 
Place: New Masonic ‘Temple. 

Annual Meeting of Business 
Forms Institute, New York, Feb. 
1G, 17. 

Sponsor: Business Forms Institute. 
Place: Commodore Hotel. 


Cincinnati Office & Business 
Equipment Show, Cincinnati, Feb- 
ruary 21-23. 

Sponsor: Cincinnati businessmen. 
Place: Hotel Sheraton Gibson. 


Chicago Business Show and Semi- 
nar. Chicago, Feb. 27-March 2. 
Sponsor: Office Management Asso- 

ciation of Chicago. 
Place: Conrad Hilton Hotel. 


CIA Southern Area Conference, 
Houston, March 2-4. 
Sponsor: Controllers Institute of 
America. 
Place: Shamrock Hilton. 


AMA Data Processing Confer- 
ence, New York, March 6-8, 
Sponsor: American Management 

Association. 

Place: Statler Hilton Hotel. 


Eighth Annual Midwest Confer- 
ence, Chicago, March 17-18. 
Sponsor: American Statistical Asso- 

ciation and Chicago Association 

of Commerce and Industry. 
Place: Congress Hotel. 


American Personnel and Guid- 
ance Association Convention. Den- 
ver, March 27-30. 

Sponsor: American Personnel and 

Guidance Association. 

Place: Denver Hilton Hotel. 


Tenth Annual Meeting and Con- 
vention, National Microfilm Asso- 
ciation, Chicago, April 4-6. 
Sponsor: National Microfilm Asso- 

ciation. 

Place: Hotel Sherman. 


Sixteenth Annual Management 
Engineering Conference, New Y ork, 
April 6, 7. 

Sponsors: Society for Advancement 
of Management and Management 
Division of American Society of 
Mechanical Engineers. 

Place: Statler Hilton. 


OFFICE MANAGEMENT and AMERICAN BUSINESS 
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ATLANTIC CITY ELECTRIC COMPANY 


STATEMENT OF YOUR ACCOUNT 
DUE AND PAYABLE WHEN RENDERED 


Farringto » Ontical Ser ) oO ‘2, J ) 


= BUSINESS OFFICE “PAST Due after | 
yeanve tity [Nov 25°6q 


TO ASSURE | AMOUNT BiLiED | 
PROPER CREDIT JEL] 22049 | 
RETURN THIS STUB 
i WITH YOUR 
PAYMENT 
| t a 
1315561650002 12.49 
ACCOUNT NUMBI TOTAL DUE 


UTILITY COMPANY CUTS COSTS WITH MACHINE THAT READS DATA 


FROM CUSTOMERS’ BILL STUBS 


When you send in your electric bill with payment, 

a machine may be waiting to read it and to translate 

what it says into computer language. Atlantic City 

Electric Company already uses a Farrington Optical 
Scanner for this purpose. 

Here’s how it works: bill stubs are run through the 
Scanner (also known as the EYE) at the rate of 240 a minute. 
The Scanner reads each account number and the amount 
paid. It instantly converts this “people language” into 
“machine language” (computer tape, punched cards or mag- 
netic tape). 


For further information, write Farrington Electronics Inc., Needham Heights 94, Massachusetts 
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ATLANTIC CITY ELECTRIC COMPANY Ny 


STATEMENT OF YOUR ACCOUNT 
DUE AND PAYABLE WHEN RENDERED 
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By eliminating time-consuming and laborious manual 
punching, the Farrington Scanner makes possible such high- 
speed, high-accuracy cash accounting systems. You'll find it 
also being used for Insurance Premium Cash Accounting 
and for Subscription Promotion Entry. 

The versatility of Optical Scanning permits almost un- 
limited applications. You can build an entirely new system 
around it. Or, if your present system uses three or more 
operators who read and punch, chances are that you can 
profitably use an Optical Scanner right now. Only Farrington 
has the experience to go with it. 


FARRINGTONe 


FIRST NAME IN OPTICAL SCANNING 
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AND SAVE YOUR TYPISTS OVER 25 HOUR : 
Sounds incredible, but here's how: 


OY. Way. 
© You save at least 30 seconds by - corkecting vith : 

KO-REC-TYPE instead of an eraser (Simply — a stri 
_ of KO-REC-TYPE over the error, retype it. a 
and presto---it disappears. ) 


¢ 30 seconds saved per error X 3000. an 
seconds (25 hours) saved 


Equally important, your letters will be neater ane 
- free. from messy erasure marks. No more time wasted 
typing letters over because of erasures, either. 
Use KO-REC-COPY strips for correcting carbons. 

Both packages are only $1.19 each. Why not see 
your stationer or office supplier today. 


EATON ALLEN CORP., 
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170 TILLARY STREET, BROOKLYN 1, N. Y. 


Editor Robert Smith reports new 
proposals for the employment of 
older workers from the White 
House Conference on Aging held 
last month in Washington. A mem- 
ber of the board of trustees of the 
National Council on the Aging 
and chairman of its public relations 
committee, he attended the confer- 
ence as a participant . . . For this 
month’s article in the “Data proc- 
essing for Small Business” series, 
Managing Editor John Rhea viewed 
the unique Teletype system de- 
veloped by Office Manager Eliza- 
beth Rowe of Fibre-Metal Products 
Co., Chester, Pa... . Representative 
of the new force of computer pro- 
erammers that is changing the na- 
ture of traditional office work is 
Lynn Phillips, a novice programmer 
at Service Bureau Corp., New York. 
Photos for this staff report are by 
Associate Editor William Kelly and 
noted New York photographer Paul 
Parker, who also took the cover pic- 
ture... This month’s “Automation 
in the Office’ section includes a 
report on the development of thin- 
film computer memories for faster 
and less expensive data processing. 
Also included is automation expert 
John Diebold’s testimony on the ef- 
fects of automation before the Sub- 
committee on Automation and En- 
ergy Resources of the Joint Econ- 
omic Committee of Congress 

The new bank-at-work plan for ol- 
lice employees is analyzed . . . “Tips 
lor the Office.” a column of helpful 
| hints on cutting costs and other sub- 
| jects, begins with this issue... New 
Jersey free-lance business writer 
Bess Ritter establishes criteria for 
purchasing office equipment in the 
article entitled “Is this machine 
necessary?” ... The “Ofhce Design” 
section consists of two articles: one 
by Research Associate Mary Lyons 
on how offices can reflect their oc- 
cupants) personalities and one on 
more effective utilization of office 
space by Jerome Cirker, president 
of a New York moving and storage 
firm... Associate Editor John Sine 
analyzes dictating and transcribing 
equipment in the current article of 
the “Tools of the Office” series. De- 


tailed product listings give informa- 
tion about all available machines. 


OFFICE MANAGEMENT and AMERICAN BUSINESS 


00 


as i ae cat cae oye } ai ; ’ 7 * ged if 7 e m oa : | [| This Month | 
| ac se ae | 
4 a ate: ards . % As 7 7 ; : ‘ai 4 : } 
Mia eM rt aa * ae 
ai eee a 
a J Be og = 
“ ; > ire A 
ee a) ae pW D lla 
a> m= ON ae eB RY 
pee an ey a Wg) | ie\o = 
f i aa ‘ *. 
; Far, io 
ot: TS ‘a 
_— HEET THAT CORREC 
| ae RRECTION S RITER 
oy be ey i THE co DE ON A TYPEW a 
is) be ee. misTAKES MA our THE o- 
Bee ey ae ALL pier, WITH Be 
: y Beh ae, ON THE TYPEW! : a) 
a: aed . ee 
f ety aly i, ; 
ec a Py F Ps ‘ — j Be | 
Sig sak —— —— Me 
ecu a = ag 
ate = il finger tips: . 
: : have avy 1 errors: coh 
: a NOW - ™~ for correcting ait yond ee” 
ceee: ners one-two steP i | 
; * ieee . asset! : 
oe \ Soe messy & | 
ae —— - Eliminate a! 
. aia ae No more S™ , bi. 
* ——_ it ) TIME 
eam NAL ALL THE 
Bane aaa i FECT oriG! i 
id Pe | a PER anv? ; 
oe - . eee hither ae ; 
eae b uanere ts : Seen . 
hea a = : | 
i items . Th, os rATON en *. Sete 
: . 4 oe : =. ; a | pal . eat aii ny tae ceil a 7 
4 ae a omen see ei ; 
‘ ; ger ot ; —— wact : ~ mente a ¥ i } 
: ph _ ane A he: 
ae hs 4 : a4 ¢ ee ndine a ‘ . 
é bs rs a eee , wie oe i “s “cl es Fs a 
le Ce ." i aa 
= " . cs i lie Pe - ‘. gh ee _ sg Pr a ait we “a oe ie ? , ae as 
a _——< 
T * 
ee! He ca ae 
ie ee 00 3 
pe a> wea 
fs ; aN : as: 
Pe —“C;wsSCSCSC‘és 
: 8 ee 
‘SA ee ft ee A a4 Bod a 4 : : Ee i Si tae cay j a = 5 <i a ea a a aa ala 7 ‘ " iti a : ‘ . 
+. ial _—_——s a as iia ek ae & fa a — ’ ee. on — oe 
wha CS 2 i ere ¢ oe! a Qa ae a . 


“Still shanghaine 


SeCPETATIOS Ya 


“All hands to the chain gang—the 
mailing must go out!” So high priced 
secretaries, bookkeepers and clerical 
workers are drafted for the dull, 
monotonous job of folding papers 
and stuffing envelopes. Routine is 
interrupted, work piles up. Sometimes 
a spell of overtime is required before 
the office gets back to normal. The 
girls, naturally, don't like it. Why 
should they? 

Hand folding and stuffing are slow, 
time taking, high cost, and no longer 
justified. There’s a small compact 
machine that takes up little space, 
costs little, can be run by anybody— 
that folds and stuffs better and faster 
and cheaper than girls. It's Pitney- 
Bowes’ Model 3300-FH Folding and 
Inserting Machine. 

The 3300-FH will fold and stuff 


& 


FEBRUARY 1961 


ol Pitney-Bowes 
=> FOLDERS «INSERTERS 


Made by the originator of the postage meter . . . 139 offices in the 
U.S. and Canada, with nationwide service coast to coast. 


into envelopes 500 single sheet 
enclosures in eight minutes. The 
inserter unit can be used separately, 
or with any PB folding machine. 

This small combined folder and 
inserter can be used for statements, 
invoices, price lists, bulletins, cards, 
stapled sheets — even your daily 
outgoing correspondence. It’s easy to 
set, easy to use. It’s invaluable for 
billing. 

It helps avoid work interruption, 
borrowing girls, hiring temporary 
people, and overtime. It adds greater 
work capacity, and soon pays for 
itself in even a small office. 

Ask any Pitney-Bowes office for 
details. Or send coupon for free 
illustrated booklet and case studies. 


FREE: Handy desk or wall chart of 
latest postal rates, with parcel post map 
and zone finder. 


- 
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Ge aaa emanate 


This small, compact. low-cost combined 
folder and inserter makes mailings easy 
and fast, can be used by anyone. 


is The larger Model 3100 
Inserter can stuff up to 
six enclosures at once, 

at speeds up to 

6,000 an hour. 

And can be 

ed attached toa PB 
postage meter to 
stamp and seal 
the stuffed 
envelopes. 


eS ~, 


———-——--—-—-—--—----; 


PitNey-BoweEs, INc. 

2971 Crosby St., Stamford, Conn. 
Send free © illustrated booklet and 

“case studies” on PB Folding and Insert- 

ing Machines; 2 Postal Rate Chart. 
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NEW 


Moore Speediflex 


GIVES YOU THESE THREE 
FORMS-HANDLING BENEFITS 


™. 
PERFECT FEEDING-The 2a PERFECT REGISTER, PERFECT REFOLDING 
entire set of parts and carbon because there’s no tenting or in neater square packs results 
feeds, naturally and in perfect align- peaking, and both sides flow freely from still another advantage—Moore’s 


ment, around the writing platen. in natural, flexible movement. unique way of perforating the sets. 


This Moore ‘first’—a brand new concept—results in new 
forms-handling efficiency for users of continuous marginal 


punched forms. The revolutionary new dimension is the - THE SECRET © 


flex-cut carbon. It acts as a flexible bond between the vari- * Gm PP eecircex 


; _ The parts are bonded — 
ous parts, and allows the Speediflex unit to flow naturally together by flex-cut 
without ‘tenting’ or ‘peaking,’ aligning at the point of carbons, allowing flexi- 

bility in movement of _ 
writing for perfect part-to-part register. This great new orms that has never 


form introduces many other forms-handling benefits. For . a “0° 


a demonstration, look up the Moore man in the telephone 


directory or write the nearest Moore office. 


Speediflex is a patented product of Moore Business Forms, Inc. 


Moore Business Forms, Inc., Niagara Falls, New York; 
Denton, Texas; Emeryville, California. Over 300 offices and 


factories throughout the United States, Canada, Mexico, Caribbean 
and Central America. 


Build control with 


MOORE BUSINESS FORMS 
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WHAT’S WRONG WITH OLDER WORKERS? 


FEBRUARY 1961 


COMPANIES that shy away from 
hiring workers in the 45-65 age 
bracket are making a serious mis- 
take, according to a report by the 
National Association of Manulac- 
turers. This problem of the olde 
worker was also emphasized at the 
recent National Conference on the 
Aging (see story, page 13). 

The traditional view that older 
workers are not as productive and 
that they upset pension and group 
insurance plans is not borne out by 
new evidence. The NAM _ report, 
entitled “Employment of Mature 
Workers,” asserts that “40 per cent 
of workers over 45 can outproduce 
younger workers, even to the age 
of 65." 

To uncover the effects of older 
workers on pension plans, the NAM 
queried 70 leading companies. Re- 
spondents indicated three reasons 
for hiring older workers: 


1. Social Security benefits have 
increased, 


With the Editors 


2. More employees have estab- 
lished their own insurance and 
annuity protection. 


3. Many employees have retained 
vested pension rights from former 
jobs lessening the pension load for 
a new employer. 


The NAM also noted that group 
insurance costs were found to aver- 
age only a cent an hour more for 
a 50-vear-old) worker than for a 
30-year-old, and that the lower acci- 
dent rate of older workers kept 
down the cost of workmen’s com- 
pensation insurance. 


About 23 per cent of the nation’s 
population is in the 45-65 age 
bracket. Some states, such as New 
York, prohibit job discrimination 
on the basis of age, but a majority 
do not. 

A more realistic appraisal of job 
requirements is essential if the na- 
tional resource of older workers is 
to be fully utilized. 
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@ CUTTING COSTS IS OUR BUSINESS 


How to 
“master” mind 
every order 
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From original entry, through production scheduling, manu- 
facturing, inspection, shipping and billing . . . orders must be 
controlled by paperwork. 

With just one writing of source data on a Multilith Master, all 
necessary forms can be automatically produced using blank 
paper... accurately, speedily, with perfect legibility. Additions, 
deletions or substitutions can be easily made at any stage, to 
guide succeeding steps. 

Let us demonstrate how Multigraph Methods can provide 
truly ‘‘master-minded”’ paperwork controls for your business. 
Contact your nearby Multigraph office or write Addressograph- 
Multigraph Corporation, Cleveland 17, Ohio. 


Addressagraph-Multigraph 


SERVING SMALL BUSINESS + BIG BUSINESS + EVERY BUSINESS 


© 1960 A-M Corporation * Trade-Mark 


PURCHASING 


—— 


ce 3 


ACCOUNTING 
AND BILLING 


(Circle No. 3 on Reader Inquiry Card) 


OFFICE MANAGEMENT and AMERICAN BUSINESS 


Multilith Offset Duplicating and Multilith Masters provide you with a “one- 
write” system that communicates complete, error-free data to every individual 
and department concerned with the processing of an order. 
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Office Management 
and AMERICAN BUSINESS 


Recent White House Conference 


on Aging recommends “flexible” 
retirement policies, variable 
Social Security benefits 


By ROBERT M. SMITH 


FEBRUARY 1961 


In past, organized labor and management have often held conflicting views on desirable 
retirement age; office workers were usually controlled by compromise figure reached. 


February 1961 


WASHINGTON ACTIONS FORESHADOW 
END OF COMPULSORY RETIREMENT 


OVERSHADOWING all other events in Washington 
last month was the inaugural of John F. Kennedy as 
the 35th President of the United States. But another 
significant event occurred just one week before the 
inauguration—the White House Conference on the 
Aging, which reviewed all phases of the problems facing 
the older segment of the nation’s population. 

Foremost among these problems, of course, is income 
security, either through pension plans and Social Se- 
curity, or through changes in compulsory retirement 
levels. And on all these scores, the conference, com- 
prising some 2,700 delegates trom the 53 states and ter- 
ritories, produced some wide-ranging new ideas for 
helping to protect the constantly increasing older age 
group. 

The importance to business of these recommenda- 
tions is obvious. If many of the recommendations are 
adopted (as seems very possible, since President Ken- 
nedy and his advisors have expressed their belief in 
the past in many of the same principles endorsed by 
the conference group) every phase of employee pension 
insurance and benefit plans in the average company 
will be affected. The tax structure could verv well 
be altered, certainly in terms of individual tax rates, 
and perhaps in corporate taxes as well, if the recom- 
mendations are adopted by Congress and enacted into 
law. 

Finally, business could be affected by the work of 
the conference because, if many of its recommendations 
become realities, the market for consumer goods among 
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Rise in employee and employer taxes foreseen 


the portion of the population over 65 could expand 
considerably. 

Specifically, the recommendations made by the con- 
ference of most immediate import to business concerned 
Social Security benefits, medical care under the Social 
Security system, and arbitrary retirement ages in pri- 
vate industry. 

Action taken on each of these key issues followed 
the liberal line also urged by many of the Kennedy 
study commissions, and so has a very favorable chance 
of early affirmation by Congress. The conference spe- 
cifically endorsed a variable payment plan for Social 
Security recipients, in which the scale of benefits would 
be adjusted to the general cost of living, even though 
it was acknowledged that this could very well lead to 
a rise in Social Security taxes, and perhaps in general 
revenue taxes as well. 


Medical care under Social Security? 


Medical care under the Social Security system—a 
form of government health insurance for all over 65— 
was resoundingly endorsed by the conference delegates 
as a whole, in spite of early charges that American 
Medical Association spokesmen had “stacked” the 
meeting with delegates opposed to the government 
health protection plan. The representatives of medical 
groups did fight hard against the Social Security protec- 
tion features, but theirs was a losing battle, and even 
some of their own members defected to the other side 
after Marion Folsom, former Eisenhower Secretary of 
the Department of Health, Education and Welfare, 


and Arthur Larson, former Eisenhower advisor had 
both endorsed the compulsory health plans, which the 
Administration they once represented had battled so 
long. 

Last of all, the conference as a whole resoundingly 
condemned the setting of an arbitrary retirement age 
by business and industry, and endorsed a_ flexible 
approach in which workers who wished to continue 
working and were physically and mentally capable of 
performing their jobs were allowed to continue work- 
ing after 65. 

The compelling reasons for the conference actions 
in these particular income areas are, of course, not hard 
to determine. The tremendous inflation that has oc- 
curred since the second world war has had a partic- 
ularly harsh effect on people on fixed incomes. It is 
true that Social Security benefits have been increased 
repeatedly in the last ten years, but during the entire 
war period of the forties benefit levels averaged fifteen 
dollars a month. Congress, pressed with wartime legis- 
lation, did not get around to adjusting benefit levels 
upwards until the decade of the fifties. The hapless 
“beneficiaries” of Social Security, meanwhile, if they 
had no other income or savings, faced the problem of 
living on an income obviously far below subsistence 
level. 

The new recommendations of the conference, while 
not tying changes in the benefit level directly to a spe- 


cific cost of living index — the so-called escalator 


clause which has been featured in many recent union 
contracts—would require Congress to review Social 
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Abandonment of 65-year retirement level would lighten tax load 


Security payments at periods of “not more than two 
years” to determine whether they are realistic in terms 
of changes in the general price, wage, and productivity 
level. 

The work group at the conference which drafted 
these recommendations also made it clear that a rise 
in Social Security taxes would be necessary to pay for 
changes in the benefit level. Presumably, each time 
Congress adjusted the benefit level upwards, it might 
also raise the Social Security taxes on people active in 
the labor force, and correspondingly on their employers. 
Or alternatively, it might raise the base maximum 
salary taxed from its current $4,800 to a higher sum— 
which again would have to be matched by employers. 
In effect, increased benefits to persons retired from the 
labor force would be paid for by those active in the 
labor force, since the Social Security system does not 
operate as a funded insurance pension plan does. In 
other words, under standard insurance retirement poli- 
cies, benefits are paid out of funds contributed by the 
worker or his employer or both during the past while 
the worker was still active. Social Security differs in 
that current benefits to persons over 65 are paid to 
some extent at least by current contributions of active 
workers under 65. 

This means, of course, that if there is continued 
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Medical benefit proposals envision free choice of hospital, doctor by beneficiary, rather than treatment by government agencies. 


FEBRUARY 1961 


inflation, taxes on both workers and employers could 
conceivably rise quite steeply—particularly as the num- 
ber of retired persons over 65 increases, and the life 
expectancy of each of them lengthens as well. People 
over 65 already represent nearly 9 per cent of the pop- 
ulation; and this percentage, in relation to the total 
adult population, will continue to grow. 

Thus, arbitrary retirement ages, which usually serve 
to cut a worker off from full-time employment, will 
serve to increase the tax load, and still reduce the per- 
son who wishes to continue working to a far lower 
income than he is accustomed to. The psychological 
and social handicaps often experienced by employees 
retired involuntarily are penalties in terms of human 
values and pride. 


Should retirement be mandatory at 657 


And, strangely, the selection of 65 as the retirement 
age for workers is largely a product of private indus- 
try’s attempting to provide for the future security of 
its workers. Sixty-five was the age originally set under 
the original Social Security legislation adopted in 
1934-35, and it was a compromise solution between a 
lower age which would have increased program costs 
tremendously, and a higher retirement which was 


| | ; 
1 a : 
so 4 
sly | ' 
ie = = Te iil cane i 
Lan “eH HTH r | 
of WIT x | _ . , E S r, oe * & | 
rk- ‘* : . se e , tt ht . 
rd o h 
; Be eee it <a | 
ya | ae a ’ x . a A : eo % om 

| . . aa a =. eA 
; A i ae Ho en. & Sane , 
oo ola: - tt ae Shen | 
| oft &S i « “ Si ; = acl ‘ me) a 
 qeelt'e™ | |e fl 
ol = a> 5 \ f . 
<a we - ae Wh iL 
. and : Zs 4 Sy = ? | i G,) ‘ 
ile ey : . not - 
: 3B Er et. a oe 
or ‘ - 7 wal : Das , " _ ; oP | 
mn 4 \i = | - iat 
™ a 

15 

SS Pe 


THE NEW REX-ROTARY D-490 is a heavy-duty, ultra-modern mimeograph. 
It is fully automatic, designed like a printing press. It produces all the printing 
you need (mailers, catalogs, letters, etc.) — even in multi-colors — with the 
precision of a printing press. Unique concealed lighting (1, 2) illuminates all 
working parts and provides the visibility required for precision work. Easy- 
to-change, sealed ink cartridge (3) prevents inky fingers. Remarkable, exclusive 
feature: interleaver-inserter (4) collates as you print. Piano-key switch panel 
(5) gives you fingertip control. Attractive modern design; many more new 
features. 


Europe set pattern 


considered undesirable in terms of 
the large number of unemployed. 
In other words, the 65 year retire- 
ment standard represented in a very 
large measure an attempt to get 
people off the labor market to make 
room for younger workers. 

But the private pension plans, 
most of which sprang up after the 
first Social Security legislation, fol- 
lowed the government lead for the 
simple reason that Social Security 
was always considered as the work- 
er’s base or subsistence income, with 
the private pension payments visual- 
ized as a supplementary income. 
Thus, private plans were tied to the 
existing Social Security plan. 

The 65-vear level was also de- 
termined to some extent because of 
prevailing age levels in the counter. 
part programs to Social Security in 
a number of European countries. 
The catch here was that most 
European countries first established 
some sort of old age retirement plan 


early in the twentieth century when 


life expectancy was considerably 
lower than it is today. A survey in 
1955, twenty years alter the Ameri- 
can legislation was adopted, showed 


| that the countries with the highest 


Viore 


early as 62; one with 50 years serv- 


News for everyone who wants to cut printing 
costs, yet not tie up capital in equipment: the 
Rex-Rotary Lease Plan. Here’s how it works. 
Lease the ultra-modern Rex-Rotary D-490*(that 
prints automatically, cleanly, professionally, 
with perfect registration) plus the revolution- 
ary Electro-Rex 3S-4* scanner (that etches per- 


Continued on facing page 


*Rental: $103 per month for 36 months for both ($27 per month for the D-490 only); then pay 
about $150 and both machines are yours, or re-lease them at a nominal $60 per year, or 
return at no charge. Units can, of course, be bought outright. 


income levels and highest life ex- 
pectancies often have retirement 
ages considerably higher than 65. 
Many companies have experi- 
mented with “flexible” retirement 
plans, and the basic principle is 
embodied in the Federal Civil Serv- 
ice Retirement System, which has 
completely eliminated the 65-year- 
old turning point. Under the Civil 
Service system a wide range of op- 
tions are possible. An employee with 
at least five years of civilian service 
can retire on his basic annuity as 


ice as early as 60, or, at a reduced 


annuity as early as 55. At the other 
extreme, the worker can continue 
working until age 70, if he wishes, 
when he is automatically retired 
provided he has fifteen years’ service. 


Should he lack the qualifying fif- 


teen years’ service, he may even con- 
tinue to work after 70 to make up 
the filteen year qualification. Thus, 
a long-time civil service worker has 
retirement options, at full annuity, 
all the way from 60 years to 70. 
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Piney glia pried aon aloes | THE NEW ELECTRO-REX 38-4 makes perfect stencils or offset plates for 
there are curious discrepancies be- | your duplicator, mutomaticatty. You simply insert (1) halftones, line drawings, 
yf tween firms of different sizes, and, | type proofs, lettering —then, as the drum rotates, every detail is etched elec- 
d. even more so, between different in- | tronically (2). The stencil is instantly ready for duplicating. Greatly increased speed 
e- dustries. Generally, large firms have | shortens production time—with no loss of precision. Lighted indicator (3) pinpoints 
ry much more rigid rules on retire- | start and end of scanning, eliminates waste. Vacuum and filtering device (4) cleans 
et ment age than do smaller and | machine, eliminates odors. Exclusive variable scanner (5) assures excellent 
ce medium-sized firms also offering reproduction of any screen halftone—without moiré effects. Let us demonstrate 
pensions, these and many other new features. 
Higher pension rate possible 
r|- Most of the elective plans (those 
re in which the worker decides at what 
ty age he will retire) permit him to 
k- continue to earn additional pension 
th credit lor the years he works beyond 
ul- the minimum retirement age. Thus, 
ec. a worker in good health at age 65 
ie can work for a few additional years, 
and build up a higher retirement 
le- income for the years following the 
of point when he does finally conclude 
-T- his career. 
in Since this is also a recommenda- 
eS tion under proposed revisions in the 
rst Social Security Act—that is, that a 
ed worker who postpones his retire- 
an ment to some age beyond 65 can 
en draw higher benefits than one who 
rly retires at 65—there will be some 
in substantial inducement for many 
ri- workers, covered by elective plans, | » x 
ed to remain at work for several years 
est alter 65. . 
>X- Thus, it may be expected that 
nt there will be serious pressure in the | A 
next few years, particularly if the Bi 
Ti- recommendations of the conference a 
nt are followed as a guide in govern- t 
is mental assistance to the aged, to G 
rv- lorce changes in the pension ar- “a 
las rangements of many American ° 276 aplee ts 
ar- businesses. The role of the labor FE LR PEE ET 
vil unions, which formerly, of course, 
»p- were strongly in favor of involun- 
ith lary retirement at 65, is also chang- | 
ice ing radically, although there is still | 
as a strong union sentiment, in organi- | 
Tv- zations dominated generally — by | Continned from pacing page 
eee | fect stencils and offset plates electronically) . 
to the 65 year old level in order to | 
jue “clear > cks” for rer . 
oe, ere For three years, turn out all the printing you 
red This upward pressure will be re- | ° ° . ry 
ce. enforced, if Social Security benefits | need — easily, simply and at great savings,’ 
fif- rise, by the fact that arbitrary re- z ‘ . 
on- tirement at age 65 will inevitably while your capital keeps working. (Often there 
up increase the tax load on active | 
US, workers, and their employers, ) j ° = 
has whereas flexible sc aibdeeiec dua not —_ tax benefits, too. Then decide: - lease, 
ty, : ‘ ‘ nal : 
ity ae added cost to the em own, or return. REX - ROT RY 
(To be continued) Make sense? 4 \ 


*For demonstration by your nearest dealer, call or write: 
REX-ROTARY DISTRIBUTING CORPORATION 
387 Park Avenue South, New York 16, New York — Telephone: MUrray Hill 4-5405. 
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SEE FOR YOURSELF 


...the most versatile business 
machine in the business world 


does 
more 


jobs 


On Wall Street, Market Street, Michigan Avenue... 
Main Street U.S.A... . ‘‘Thermo-Fax’’ Brand Copying 


Machines are speeding business communications, sim- 
plifying paperwork. They are copying correspondence, 
addressing labels, laminating, making statements, pro- 
jection transparencies, and paper plates. Also, systems 
papers as little as 2¢ a copy! Plus many more jobs. 

And because ‘‘Thermo-Fax’’ Copying Machines are all- 
electric, they’re delivering each job perfectly dry in just 
4 seconds! No powders. No chemicals. 


Today the ‘‘Thermo-Fax’’ Copying Machine is the busi- 
ness man’s business machine for one sound reason... 


NW) Witrres. 


iy 


does more jobs! 
See for yourself. Mail the card. 


Thermo-Fax 


BRAND 


COPYING MACHINES 


Tiienesora [fining ano 


a TVanuracturinG company 


€ 
S i +++ WHERE RESEARCH IS THE KEY TO TOMORROW 


THE TERM * THERMO FAK’ 1S A REGISTERED TRADEMARK OF 3M COMPANY 


(Circle No. 33 on Reader Inquiry Card) 
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- DATA PROCESSING FOR SMALL BUSINESS .. . No. 4 in a series 


TELETYPE SPEEDS INVOICING, 


BILLING 


23-employee office reduces production time with integrated system 


Mrs. Rowe, office manager at Fibre-Metal Products Co. oversees transmission of 
invoicing data to shipping and production departments via Teletype TWX system. 


By JOHN ALLAN RHEA 


IN THE SUMMER of 1929 Miss 
Elizabeth R. Baer took a clerical 
job in her home town of Chester, 
Pa., after school and “just for the 
summer.” When depression struck 
she staved with the firm—Fibre- 
Metal Products Co.—and 31 years 
later she single-handedly developed 
an entirely new type of integrated 
data processing system for a small 
company. 

Mrs. Elizabeth Baer Rowe 
she subsequently married — is now 
ofhce manager of a 23-employee 
ofhce. Her company is small by any 
criterion: Employment totals 201, 
of which 173 are production work- 
ers; gross annual sales are in the 
vicinity of $3 million. Yet, Fibre- 
Metal is the world’s largest  pro- 
ducer of welding accessories and 
distributes a wide variety of prod- 
ucts throughout the globe. 

Since its founding in 1905, Fibre- 
Metal has expanded its plant several 
times to its present size of 50,000 
square feet. The plant, in an in- 
dustrial area near Philadelphia, 
depends on modern — production 
techniques and a high quality of 
cleanliness for a light industry to 
maintain its Competitive position. 

But, like most small companies, 
the ofice had been unable to emul- 
ate the factory in using new tech- 
niques to speed processing and 
reduce overhead costs. 

Order writing, a major bottleneck 
in most small companies, was be- 
coming an especially difficult: prob- 
lem for Fibre-Metal. Before the new 
system was installed, orders were 
written on a billing machine at the 
rate of 60 a day. From 24 to 72 
hours were required to write orders, 
and if a production schedule was 
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missed there was a one-week delay. 
The results were uneven production 
planning and uncomfortably long 
lead-times for delivering merchan- 
dise to customers. 

Mrs. Rowe's solution was to in- 
stall a T'WX Teletypewriter in the 
office, and satellite receiving units in 
the shipping department and in each 
of the two production departments. 
Such a system, she reasoned, would 
make possible an instantaneous flow 
of shipping and production data 
from the office hub to spokes 
throughout the plant where the in- 
formation was needed. With these 
needs in mind, Mrs, Rowe ap- 
proached the Bell Telephone Sys- 
tem for the equipment she needed. 

Bell engineers were puzzled by the 
suggestion at first. Their equipment 
had never been used for that pur- 
pose. Fibre-Metal’s management and 
shop foremen were skeptical. They 
believed, along with many managers 
of small companies, that data proc- 
essing systems were only for the 
corporate giants. But they decided 
to give the system a trial, and the 
first units were installed in April 
1959. By March 1960 the entire 
system was in operation and living 
up to Mrs. Rowe’s expectations. 


Orders are filled same day 

The basic steps to the system are 
these: 

1) As orders are received, the sales 
department places a delivery date on 
each. If the merchandise is to be 
fabricated, the sales department 
obtains delivery from production. 
Then, all orders are turned over to 
Mrs. Rowe in the general office. 

2) In the general office an inter- 
preter interprets the order and re- 
turns it to Mrs. Rowe for approval. 
If the order is from a new customer, 
she assigns a classification code. 

3) The order clerk then transmits 
the order over the Teletype TWX 
to the shipping department and to 
one or both of the two production 
departments—face shield production 
or helmet production. At the same 
time, the order clerk enters the in- 
formation on a nine-part invoice set. 
This set, which is typed simultane- 
ously with the transmission of data 
to the departments, consists of five 
invoices, an index copy for the ac- 
counting department, a file copy, 
expediter copy, and acknowledge- 
ment copy. A third operation, which 


is also performed simultaneously, is 
the creation of a five-channel by- 
product tape for sales analysis. 

1) ‘The ‘Teletype unit in the ship- 
ping department receives the inlor- 
mation in the form of a two-part 
set: a packing list and a shippers 
copy. (An additional machine is 
being considered ior the shipping 
department to prepare bills of lad- 
ing. This operation is now being 
performed manually.) 

5) At the production department 
selected to produce the order, the 
Teletype unit prints a three-part 
form that consists of two orders and 
a production copy. This eliminates 
the need to sort orders and expe- 
dites work by 24 to 48 hours. 

6) When the order is filled, the 
shipping department inserts the 
packing list with the merchandise 
and returns the shipper’s copy to 
the general office for billing. 

7) The general office then enters 
on the invoice the date shipped, date 
billed, quantity shipped, and exten- 
sion of the totals on a billing ma- 
chine. The billing operation also 
produces an eight-channel by-prod- 
uct tape for sales analysis. 

This system replaces — earlier 
methods by which clerical workers 
laboriously filled out 13-part 
forms and delivered them to the 
departments. (The 13) parts con- 
sisted of seven invoices, two shop 
orders, a packing list, shipper’s copy, 
preduction copy, and acknowledge- 
ment.) The old system also suffered 
from the handicaps of the contusion 
and delays that occur when docu- 
ments have to be carried physically 
from one floor to another and back 
and forth from office to plant. 

As a result of these new methods, 
finished goods are shipped to 
customers the same day that 
orders are received. This speeds 
service to customers and cuts the 
expense of expediting orders. The 
system also enables production to 
schedule work from three days to a 
week earlier than was previously 
possible. 

A final benefit is the ability to 
complete 60 per cent of the billing 
the same day that shipment is made 
to the customer. 

Customer reaction to the system 
has been favorable. Improved de- 
liveries have enabled distributors to 
receive business on the basis of fast 
delivery and the ability to provide 


. 8 


General Shop Foreman Walker simultaneously 
receives three copies of production order. 


large quantities of items not ordi- 
narily carried in inventory. 

The cost of this system is approx- 
imately $200 a month. This covers 
the rental of four Teletype machines 
- (one sends and receives and three 
receive only), and the tape readei 
and reel. According to Mrs. Rowe, 
the system can accommodate a 25 
per cent increase in paperwork be- 
fore it will require additional cler- 
ical personnel. No employees have ' 
been displaced by the new opera- 
tion, she added. 

The final result of the system 
and perhaps for some companies the 
greatest. single advantage of inte- 
grated data processing—is the use of 


And another two copies—packing list and 
shippers copy—are received at shipping dept. 
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ROYTYPE 
RIBBONS 


OVER 
(1000 VARIETIES ) 


Only Roytype has the famous Park Avenue 
Silk, the typewriter ribbon that grows 


old without growing gray. Plus over 1000 other 
different kinds of ribbons for every typewriter and tabulator. 

The fact is, the Roytype Park Avenue Silk is the best ribbon 
you can buy today. Here’s why: it has far more strength than 
cotton ribbons, far more ink-holding ability than the nylon ones. 
Costs more, too—but you end up saving because it lasts. 

And it’s just one of the over-a-thousand different quality 
ribbons we can offer. We’ve got them to fit every typewriter 
and tabulator made—and any budget, too. Even one that 
you can insert without a single smudge on your hands... the 
exclusive Royal Twin-Pak. 

Which ones are best for you? Your Roytype representative can 
help you choose exactly the right one—and the right anything 
else, too. He’s got a full stock of office supplies and a whole lot 
of knowledge. Call him. He’ll be there next to immediately. 


A complete line of business supplies ...expert help ROYTYPE R 
...and the fastest service, too. 


® 2615 
RQYAL Royal McBee Corporation, Port Chester, N. Y. 


Gentlemen: Please have our Mr. Roytype help us select the proper 
ribbon for our needs. . . and bring a free sample of new Creamee 
Hand Cleaner. 
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(Circle No. 46 on Reader Inquiry Card) 


System provides reports 
by-product tapes for sales analysis, 
Both the five-channel tapes (created 
during order writing) and the eight- 
channel tapes (created during bill- 
ing) are sent weekly to Punched 
Card Data Processing, Philadelphia, 
for tabulating. Fibre-Metal uses this 
company on a service bureau basis 
at a monthly cost of $150 to $200. 

At the service bureau the tapes 
are correlated for sales analysis and 
matched for invoice number. ‘The 
following reports are printed on 
IBM equipment and returned to 
Fibre-Metal: 

1) Gross sales by customer per 
month and year-to-date. 

2) Gross sales by customer by 
product group per month and year- 
to-date. (An example of a product 
group is category 02, which consists 
of five basic types of fiberglass weld- 
ing helmets in 20 different models. 
Fibre-Metal hopes that eventually it 
will be able to break down sales by 
individual products.) 

3) Gross sales by product group 
per month and year-to-date. 

4) Gross sales by customer class 
(determined by type of purchase) 
per month and year-to-date. 

5) ‘Transportation breakdown. 
(This gives a clear picture of costs 
since the company’s policy of paying 
for transportation varies with type 
of purchase and terms.) 

All these reports are received by 
the tenth of the month following 
sales activity. This is two to six 
months earlier than was_ possible 
before. 

To further automate the data 
processing function at Fibre-Metal, 
Mrs. Rowe is initiating an automatic 
customer writing system. Under this 
system, 300 to 400 five-channel cus- 
tomer tapes are being prepared for 
the order writing operation. By in- 
serting a customer tape, the ‘Tele- 
type sending unit will automatically 
write the customer’s name, address, 
and other pertinent information. In 
assigning customer numbers, Mrs. 
Rowe is making room for a max- 
imum of 2,000 customers. 

A final note about Fibre-Metal’s 
integrated data processing system is 
that it is the only ‘Teletype installa- 
tion of its kind under one roof. Mrs. 
Rowe’s success with the system may 
change this uniqueness. 
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irate CENTRAL DIVISION WESTERN DIVISION 
236 Fifth Avenue 3620 Oakton Street 142 Oregon Street 
New York 1, N.Y. Skokie, Hflinois El Segundo, Calif. 
MU 9-3676 JU 8-1600 SP 2-2311 


Take a dash of compactness, lace with new 
improvements, mix in a jigger of economy 
and, as a crowning touch add the photocopy 
liquid you never see! Presto! 


Photoraptd. 
ELECTRAMATIC 


PHOTOCOPY MACHINE 


Here is the machine that gives you... 
Chemical cartridge loading * No mixing, no 
pouring * You never see the liquid « Triple 
life to photocopy developer « Plug-in 
convenience * The finest photographic 
prints ever * Uniform copies every time 


LOADS LIKE A GUN! 

All you do is place the sealed developer 
cartridge in the PHOTORAPID ELECTRAMATIC, 
turn it on, and start photocopying. Turn it 
off and the developer automatically 

flows back into the cartridge. No mess, 
no fuss, no chemicals left out to slosh 
around and lose potency. 

VERSATILE BEYOND COMPARISON 

The PHOTORAPID ELECTRAMATIC 

skips nothing—copies everything... 

..- permanently! 


(1 Sounds good! But | must have a FREE trial before | commit 

. Let us have a look at the ElectraMatic. - 

Owe like more details before | take advantage of your FREE trial ¢ 
. Please rush me additional information. 
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A GIRL BECOMES A PROGRAMMER 


23-year-old Lynn Phillips represents a new work force 


created by office automation and changing American business 
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FOR THE CENTURIES alter man first banded him- 
self into primitive tribes, agriculture was the principal 
human occupation. The Industrial Revolution, which 
rolled across Western Europe and the United States 
during the second half of the nineteenth century and 
which is now in its early stages in Africa and Asia, 
changed the preoccupation of both the society and 
the economy from the cultivation of crops to the manu- 
facture of goods. But the acceleration of this change 
was felt within a hundred years, and in 1956, tor the 
first time, white collar workers outnumbered blue 
collar workers in the American labor force. 

With the advent of electronic computing devices 
during the decade of the fifties, more profound changes 
are now at work within this white collar force than 
all the economic changes that occurred during the 
centuries that society was geared to agricultural pro- 
duction. Automation is creating a “Brave New World” 
in which economic considerations demand more 
Alphas and Betas — analysts and programmers — as 
masters of these computers (not to be confused with 
computer Operators, who are “machine tenders”) . 

Typical of industry’s new personnel needs caused 
by automation is 23-year-old Lynn Phillips, a trim 
ash blonde from Palmyra, N. Y., who has become a 
novice programmer for Service Bureau Corp., New 
York. As a programmer, Lynn represents a bridge in 
the polarity between science and the humanities that 
Sir Charles P. Snow warns of in his Two Cultures and 
the Scientific Revolution. She is not a mathematician, 
nor is she truly a scientist. Her work of preparing 
programs for commercial users is in the realm of logic 
—not of business. Her background is in the field ol 
international relations, her major subject at Syracuse 
University, where she was graduated in June 1959. 

Today Lynn is writing instructions to programs 
already developed by senior programmers. Soon, she 
may be writing her own programs for computers. 
Within five years, if data processing retains its chal- 
lenge for her, she may become an analyst who can 
define business problems so that they can be solved 
by computers. On these pages is the story of Lynn’s 
work and training. 
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lich 
ALES 
and 
— LYNN joined the personnel depart- 
and ment of Service Bureau (a wholly- 
nu- owned subsidiary of IBM) directly 
nge from college. She took the tests fon 
the programming and began her train- 
Lue ing in October 1960. This educa- 

tion included a one-week course in 
ces basic data processing equipment, 
ges live wecks of general programming 
itt techniques, a three-week course on 

specific Computers (in her case the 
the IBM 7070 and 1401), and two 
aguil months of desk problems in pro- 
1d” gramming. One of 300 programmers 
ore | “processed” by Service Bureau- 
-as | only one per cent flaunkK—Lynn drew 
ith a salary while she attended classes 

from 9 to 4:30. She did from one to 
sed | three hoursof homework each night. 
rim 
fg THE MOMENT of truth for the 
Lassen | programmer comes when she runs 
Fos her program on the machine (left) . 
hat Lynn, who was an above average 
and student during her training, has 
jan, completed her first program for a 
ing brokerage firm. Since a logical mind 
gic is the prime requisite for a pro- 
at A . / grammer, one expert estimates that 
oi : . only 10 to 12 per cent of the popu- 
159 lation has the intellect and the log- 
ee ical capacity to become program- 
yes mers. ‘The demand for program- 
she 29 mers fluctuates with business con- 
ers. | ditions, but the supply of available 
hal- talent is always inadequate for 
can needs. In the future, however, pro- 
ved grams such as Fortran (Formula 
1n’s translation), which are now under 

development, will write many of 
the programs for computers. 
(To page 28) 
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Programmers work in realm of logic 


PROGRAMMING, in the words of 
Gustave Chas, manager of Service 
Bureau's Training Services Depart- 
ment, has become an “intellectual 
pursuit.”” The day begins with a 
hurried cup of coffee and often ends 
late in the evening. Working in the 
realm of logic, programmers find a 
challenge similar to the one that 
faced the geniuses of production 
almost a century ago. 

The work demands a college edu- 
cation or its equivalent, but draws 
persons from every walk of life. 
Some have M.A.’s, and there is a 
sprinkling of Ph.D.’s; about two- 
thirds of the beginning program- 
mers have a strong mathematical 
background. One of the first hurdles 
that would-be programmers face is 
a non-numerical test in logic simi- 
lar to the actual writing of a pro- 
gram. Try this typical problem 
yourself: 

1. Replace the number in Line 8 
by the sum of that number and the 


number in Line 7. 

2. Replace the number in Line 9 
by the number obtained by sub- 
tracting from that number the 
number in Line 10. 

3. If the number in Line 9 is 
equal to the number in Line 8, go 
to Line 6. 

t. If the number in Line 9 ts less 
than the number in Line 8, go to 
Line 11. 

5. Go to Line 1. 

6. Go to Line 13. 

fie 

8. 0 

9. 10,000. 

10. 5 

11. Write on Line 16 the number 
now on Line 9. 

12. STOP (End of problem) . 

13. Write on Line 15 the number 
now on Line 8. 

14. STOP (End of problem) . 
eee 


( To pay ge 30) 
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Famous Acco fastener Keeps papers secure 
Simply slip punched papers over pronged base section Holds letter, legal—any size sheets. Ideal for work sheets. 
of fastener. Then add compressor section to lock papers | Comes in 7 base lengths —from 2%” to 8%”. Up to 6” 
and prongs in place. capacity. 


Makes folders spillproof At its best in Accobind 


To avoid the hazards of loose paper filing, simply punch — The fastener is built right into this Accobind folder. 
two holes in any ordinary folder and insert Acco fastener — Made of firm pressboard, it never sags, saves file space. 
as shown above. Choice of 5 colors. 


ACCO FASTENERS 


ACCO PRODUCTS A Division of Natser Corporation, Ogdensburg, N.Y. e In Canada: Acco Canadian Co., Ltd., Toronto 
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Programs to write programs developed 


(From page 28) 


Even the programmers’ recrea- 
tion seems strange by ordinary 
business standards. The Service 
Bureau house organ /terations, tor 
example, has this “recreational” 
problem: “How can the number 
one be written using three fives?” 
(The answer is five to the five 
minus five power.) 
such as 


Today's programmers 


Take the" hide-and-seek” out of | 


Lynn are at work developing com- 
puter programs for future needs. 
In addition to Fortran (for scien- 
tific computation), they are con- 
stantly developing improved ver- 
sions of existing commercial 
programs. Programming, an occu- 
pation created by automation, may 
change industry's personnel needs 
as much as electronic data process- 
ing has changed its administrative 
methods. 


business communications with 


NEW AUTOCALL PAGING SYSTEMS 


Autocar @ 
ewe 


weeee 


‘ 


@ An Autocall Paging System locates people rapidly... puts them in quick communi- 
cation with the telephone operator...with you...with customers calling in. It reduces 
waiting time for everyone, frees telephone trunk lines and greatly improves efficiency. 


Important, too, Autocall’s pleasing coded signals are confidential, always clear 


and distinct, never distracting. 


And you'll like these plus conveniences: automatic work-start and dismissal 


signaling; “watchman’s call” for after hours entry control, “zone” paging, and 
Autocall’s supplemental coding which permits the operator to transmit a confidential 
coded message with any call. 


New “800 Series” Centrals are as modern as tomorrow ... enhance and complement 


any office decor. Models and capacities for every size business. 


For a limited time, you get a liberal trade-in allowance on any paging central 


regardless of make or age. For all the money-saving benefits and facts, write 


The Autocall Company, Shelby 3, Ohio, 


® 
flutocall pacin G 
THE GREAT TIME SAVER 


(Circle No. 5 on Reader Inquiry Card) 


30 


: BOOKS 


AUTOMATION: Its Impact On 
Business and People, by Walter 
Buckingham. Harper & Bros., 49 E, 
33rd St., New York 16. $4.50. Writ- 
ten by the director of the School 
of Industrial Management and _ pro- 
fessor of economics at Georgia In- 
stitute of Technology, this book at- 
tempts to “explore and analyze the 
most important economic and social 
consequences of the new technology 
of automation,” and seeks to antici- 
pate the socio-economic fallout from 
the forthcoming “explosion” — of 
technical knowledge. One of the 
conclusions reached by the author 


is that, “. . . public policies should 
be designed to protect workers 
against the most acute personal 


hardships that result from the eco- 
nomic dislocations caused by auto- 
mation, and that the government 
must maintain a high and stable 
level of production and employ- 
ment.” 


HANDBOOK ON DATA PROC. 
ESSING METHODS, Part 1. Pre- 
pared jointly by Statistical Office 
of the United Nations, New York, 
and Statistics Division, Food and 
Agriculture Organization of — the 
United Nations, Rome. Columbia 
University Press, International Doc- 
uments Service, 2960 Broadway, 
New York 27. $1.00. A’ series of 
studies undertaken to provide less 
developed countries with the most 
important aspects of data process- 
ing. The following studies are con- 
tained in Part 1: Scope and Prin- 
ciple Methods of Data Processing: 
Planning, Organizing and Admin- 
istering Data Processing Services; 
The Elements of Planning and Op- 
erating a Punch-Card Installation; 
Manual Methods and ‘Tools For 
Data Processing; Punch-Card_ Sort- 


i 4 
ing. 


U. S. CENSUS OF MANUFAC. 
TURERS: 1958, Office, Computing, 
and Accounting Machines. Super- 
intendent of Documents, U.S. Gov- 
ernment Printing Office, Washing- 
ton 25, D. C. 35 cents. One of a 
series of 80 reports that provide 
statistics for groups of related in- 
dustries; explanatory introduction 
is included, 
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- 
[_ time a customer requests 
service that requires a cable trans- 
fer—or when a wind or ice storm 


j damages lines—there’s need for 
fast duplication of the area cable 
charts. 


These important records, which 
list addresses, cable and pole num- 
bers, other details, must be pulled 
from file... new data added... . 
and copies made for linemen, 
splicers and others concerned. 

Now, with the Kodak Ektalith 
Method, even emergencies are 
taken in stride by oflice staff. 

Six copies of a two-page Cable 
Chart can be made in 2 minutes 
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—, 


Ektalith Method copy of two-page Cable 
Chart gives complete details on job. 


for just 26¢, which is an infinitesi- 
mal fraction of hand-copying cost. 

Job’s done in three fast steps: 
(1) Exposure, at 50°, reduction, 
in an oflice camera; (2) Processing 
in Kodak Ektalith Loader-Proces- 
sor; (3) Multiple copies made 
directly from Ektalith Transfer Pa- 
per in Kodak Ektalith Copy Unit. 

Both pages of Cable Chart (each 
9 x 13 in.) are reproduced half- 
size on sheets of bond-type paper. 
Smallest details are accurate and 
readable, even though reproduced 
from green cards with notations in 
pencil and blue and red inks. 

If you, too, are looking for ways 


KODAK 


Eiktalith 


MET # Oo DD 


(Circle No. 16 on Reader Inquiry Card) 


Costs slashed by making half-size copies in 
2 minutes with Kodak Ektalith Method 


Thirty Assignment Bureaus (Service Centers) of New Jersey Bell Telephone Co. use Kodak Ektalith 
Method to give customers faster service with less clerical help, 


OFFICE 
CAMERA 


KODAK EKTALITH 
LOADER — 
PROCESSOR 


Half-size copies of cable charts are turned 
out by teaming office camera with Kodak 
Ektalith Units 


to improve business communica- 
tions it will pay you to investigate 
the Kodak Ektalith Method. Free 
booklet gives details. Call local Kodak 
Ektalith Dealer or 
write Eastman 
Kodak Company, 
Photo Reproduc- 
tion Products Div., 


Rochester 4, N. Y. 
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AUTOMATION IN THE OFFICE 


NEW THIN-FILM COMPUTER MEMORIES 
MULTIPLY DATA PROCESSING SPEEDS 


Magnetic thin-films less than 40 one-billionths of an inch thick (shown here at Minn- 
eapolis-Honeywell laboratory) promise “nanosecond” speeds for internal computing. 


THIN-FILM computer memories 
make possible the electronic process- 
ing of data at speeds measured in 
nanoseconds (billionths of a  sec- 
ond). The current measurement of 
internal memory speed is the micro- 
second, or millionth of a second. 

Observers believe that all major 
computer manufacturers are work- 
ing on the development of thin-film 
memories. The first public an- 
nouncement of thin-film came trom 
Remington Rand Univac on Dec. 64 
at a special press conlerence in St. 
Paul, Minn. On the following week 
Minneapolis - Honeywell Regulator 
Co. announced that it, too, was in 
the thin-film business. 

Walter W. Finke, president of 
Minneapolis-Honeywell’s Electronic 
Data Processing Division, announced 
that his company had “definitely 
achieved nanosecond speeds with 
these films,” and added: “As an 
indication that we are beyond the 
research stage, our Aeronautical 
Division is now designing the hard- 
ware for special-purpose airborne 
computers using thin-film memo- 
ries.” 

Mr. Finke noted that thin-film 
memories would be used principally 
in special military applications and 
that the new device’s commercial 
uses would be limited by “the 
matter of economies.” He also 
warned that “the real benefits will 
probably not be realized until thin- 
films are combined with  micro- 
miniaturization,” which will lead to 
smaller size and lower costs. 

Remington Rand Univac, mean- 
while, is announcing a delivery time 
of 18 months to two years on its 
Univac 1107 thin-film memory com- 
puter. (For further details of this 
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and other new Rem Rand com- 
puters, see Office Management and 
American Business, January 1961, 
page 103.) 

In addition to the magnetic thin- 
film computer memories available 
from Univac, cryogenic thin-films 
are being developed for data pro- 
cessing uses. ‘These thin-films are 
made in a manner similar to 
magnetic thin-films — by depositing 
vapors ol lerro-magnetic metals on 
thin glass plates—but are kept at 
extremely low temperatures near 
absolute Hence, the name 
cryogenic. ‘These memories have the 
advantages of almost negligible 
power requirements and very small 
size. 

Sull another computer 
memory, which offer even 
greater data processing benefits but 
which is further in the future, is the 
Esaki, or tunnel, diode. ‘This device, 
developed by Japanese scientist Dr. 
Leo Esaki, is said to possess greater 
speed and compactness than any 
available memory unit. 


7CTO. 


type ol 
may 


In assessing these new memory 
developments, one computer en- 
gineer rated their advantages to 
commercial users in this order: 1) 
smaller “hardware” to fit into the 
office, 2) lower power requirements, 
3) greater processing speeds, and 
4) ease of manulacture with at- 
tendant lower prices and greater ease 
of maintenance. 

In other news of Minneapolis- 
Honeywell, the Boston-based com- 
puter division delivered its first two 
Honeywell 800 electronic data pro- 
cessing systems on Dec. 29. ‘The 
computers were shipped to Associ- 
ated Hospital Service, New York, 
and American Mutual Liability In- 
surance Co., Boston. Minneapolis- 
Honeywell carlier announced that it 
has contracts to deliver 50 com- 
puters, valued at $51 million, to 
customers in 1961. 


Digital Control Computer 
automates steel plant 

An electronic computer known as 
the Digital Control Computer Sys- 
tem controls production and quality 
at the Aliquippa (Pa.) Works ol 
Jones & Laughlin Steel Corp. Func- 
tions of the computer system, which 
has been called the most complex in 
the steel industry, include data 
acquisition, production analysis, and 
accounting. 


FEBRUARY 1961 


The computer is in operation on 
the annealing line, where strip steel 
is heat treated before it is coated 
with tin to form tin plate to be used 
in tin cans. ‘Two of the computer's 
functions of interest to office admin- 
istrators are its ability to provide 
“instant” accounting records on 
punched tape for each coil of steel 
as it emerges from the line and its 
ability to provide timely, accurate 
operating data in typewritten form, 
which cnables operators to make 
production decisions with a mini- 
mum of interpretation. 

Operating data are prepared on 
a punched card and consist of steel 
width, thickness, chemical analysis, 
desired annealed hardness, — steel 
grade, and a specified line operating 
speed, ‘The card also contains order 
accounting data such as the order 
number, heat number, incentive pay 
standard code, coil diversion code, 
and promised shipping date. 

Designed and built: by General 
Electric to Jones & Laughlin’s 
specifications, the computer is the 
first of its type to be installed on a 
steel processing line. 


Diebold says communication 
is area of greatest progress 


Automation authority John Die- 
bold recently predicted that com- 
munications equipment will experi- 
ence the greatest progress in the 
entire automation field during the 
next decade. Mr. Diebold’s predic- 
tion was part of his testimony betore 
the Subcommittee on Automation 
and Energy Resources of the Joint 
Economic Committee of Congress. 

“Before 1970 it will be possible to 
feed information from remote sta- 
tions in plants and offices directly 
into a central computer which will 
maintain an up-to-the-minute file 
and will immediately feed back 
answers to requests for any data 
contained in the file. By 1963, con- 
tinued advances will make possible 
the in-plant inquiry and control 
station, which should automate the 
whole scheduling process,” he said. 

Although smaller companies have 
not reaped these benefits of automa- 
tion in the past, Mr. Diebold cited 
the expansion in the number of 
service bureaus and data centers, 
cooperative bureaus, and increasing 
availability of small-scale computers 
as evidence that automated tech- 


General Electric computer creates ac- 
counting records on steel production line. 
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WASTE 


in Your’ Yfi UC 


One it . speed up your mailing 
room operation. Reduce costly 
spoilage and slow-downs caused by 
curled envelope flaps, gumming 
that doesn’t stick, improper fold- 
ing that jams machines. 


How? With Quality Park Enve- 
lopes manufactured to specifica- 
tions from quality stock, folded 
accurately, designed for mailing 
machines. There’s a complete line 
of QP Envelopes for you. See your 
dealer today—cut down waste and 
SAVE with QUALITY (Quality 
Park, of course). 


bualih lly Kuk 


milyp elo. 


A SUBSIDIARY OF Wi PACKAGING 
CORPORATION 


SOLD NATIONALLY THRU DEALERS 


soled Como Ave., St. Paul Siming, 


; Chicago #3 Dallas 


Atlanta . Los Acimeles 


(Circle No. 42 on Reader Inquiry Card) 
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AUTOMATION IN THE OFFICE 


niques would soon be available to 
these firms. 


Calling automation a national re- 
source, he warned that “the most 
important single fact) surrounding 
automation has been the fear it has 
engendered—fear of the human con- 
sequences of automation.” Mr. Die- 
bold noted that the adverse effects 
of automation have been due to 
sluggish economic growth. During 
the period 1947-59 total U.S. private 
Soecongy: had an annual rate of in- 
crease in output per man-hour ol 
about 3 per cent, but the rate olf 
economic growth averaged only 2.5 
per cent during these years. “In our 
case we are suffering not from too 
rapid an introduction of technology, 
but too slow a rate of economic 
growth,” he testified. 

Mr. Diebold also reported that 
Communist countries are developing 


automated techniques at a rapicl 


rate, although the United States is 
ahead of any country in the tree 
world. He told congressmen of Pre- 
mier Krushchev’s report to the 21st 
Congress of the Communist Party in 
which the Soviet leader stated, 
tegrated mechanization and the 
automation of production processes 
constitute the chief and decisive 
means lor ensuring further technical 
progress in the economy and, on this 
basis, a new rise in labor produc: 
tivity, the lowering of cost prices, 
and the improvement of the quality 
of products.” ‘To this statement, Mr. 
Diebold added ominously, “T suggest 
that it would be sheer folly to take 
these words lightly.” 


Remington Rand announces 
Photoelectric Key Verifier 
Remington Rand Univac — an- 
nounced the availability, on a nine- 
month delivery schedule, of its new 
Univac Photoelectric Key Verifier. 
The verifier works on the photo- 
electric sensing principle and _ is 
an alternate method of verilying 
punched 90-column tabulating cards. 


Remington Rand Univac Photoelectric Key Verifier verifies 90-column tab cards. 
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Have you heard about the new Bell System service 


that lets modern business machines talk with each 
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other over regular telephone lines? Its name Is 


DATA:phone 


Something new has been added to the art of data 
processing. Business machine data can now be sent 
in a new “machine language” — automatically. from 


machine to machine—by telephone. 


A new kind of telephone service — Data-Phone— 
is the connecting link. 


You can send any kind of data—from punched 
cards, paper tape or magnetic tape—at Super-Phonic 
speeds. And you pay for your data transmission just 
as you do for regular telephone calls. You simply 
place a phone call to the distant machine location, 
switch on your Data-Phone at both ends. and the 
machines start “talking.” The Data-Phone unit takes 


little more space than a typewriter. and the monthly 
rental charge is small. 


Data-Phone can speed the handling of account- 
ing and billing information. inventories. payrolls. 
invoices. sales orders and numerous other forms of 
business data. And it is compatible with an ever- 
increasing number of data-processing machines in 
use today. Many business firms already have it. 


Call your Bell Telephone Business Office and ask 
for a Communications Consultant. He'll show you 
how new, versatile Data-Phone service can stream- 
line your data processing and improve your profit 
picture. 


— 
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BELL TELEPHONE SYSTEM 


THE ONE SOURCE FOR ALL BUSINESS COMMUNICATIONS 
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MERRIAM-WEBSTER 


...on every desk 


oe 


© 
Webster's 
ew 
Collegiate 
Dictionary 


... the voice of authority for YOU 


With Webster’s New Collegiate Dic- 
tionary, you and other executives can 
always be sure you’re right. Merriam- 
Webster dictionaries are the final 
authority for courts of law, colleges, 
newspapers, and the U. S. Govern- 
ment Printing Office. For your stenog- 
raphers and typists, this Merriam- 
Webster will be a great timesaver. 


Studies reveal that they have to con- 
firm the correct spelling or usage of 
four words a day. This Merriam- 
Webster on every desk makes it easy 
for them “to look it up,” and give you 
letter-perfect typing. Only $5 unin- 
dexed, $6 indexed. Call your station- 
ery, book or department store today. 
©G. & C. Merriam Co. 


INSIST ON MERRIAM-WEBSTER 


The authority for business offices everywhere 
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AUTOMATION IN THE OFFICE 


The machine makes it possible to 
verily, in one pass, the input ac- 
curacy of either the Univac 63- 
character code or the standard 90- 
column, 37-character code used by 
tabulating machines. Features in- 
adjustable right and _ left 


| margin stops and an over-capacity 


verification key to check zero over- 
capacity punching. 

Each card, during verification, is 
in view of the operator. ‘The oper- 
ator keys the 


same information 


given on the card, taking it from the 


original source document. When a 
variation in character occurs, the 
keyboard immediately locks at the 
column in which the difference 
occurs and an error light flashes. The 
operator can re-key and proceed if 
the error was hers or reject the card 
if the error was in the punching. 
The card will automatically be de- 
livered to the error receiver 
than the normal receiver. 


rather 


Tally Register Model 1433 
puts data on magnetic tape 

A solid-state system that extracts 
data from punched paper tape and 
writes it on magnetic tape has been 
developed by ‘Tally Register Corp. 
of Seattle. 

Conversion of data from paper to 
magnetic tape is accomplished by 
the new ‘Tally Model 1433 so that 
input and output data are identical 
in content. The system will accept 


Tally Model 1433 accepts information on 
paper tape, transfers it to magnetic tape. 


OFFICE MANAGEMENT and AMERICAN BUSINESS 
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able offset department 


can be YOURS 


for CeeEa era dollar an hour! 


ar 


American 


Type 
Founders 


For less than a dollar per working hour, you can pur- 
chase a complete ATF offset department, including: 
press, camera, darkroom sink, negative layout table, 
platemaker, and utility table. If you have some 
seldom-used equipment to trade in, chances are you 
will need little or no down payment. 

Or you can lease the complete “package”—or any 
part of it—without trading in any equipment or 
making a down payment. 

Either way, you get brand new equipment—and 
only what you need—on the easiest terms. You can 
pay as you go and make a profit as well. 

Heart of this plan is the ATF Chief 15, the small 
press with the big press features...the press which 
has been chosen by over 1500 professional printers. 
You can see this press and the related “package” 
equipment in operation at your nearest ATF Branch 
Office; or your ATF Representative will supply full 
details, including a folder, “How to Set Up for Off- 
set,” which outlines various plans and choices of 
equipment. If you prefer, use the coupon below. 


ATE 


ATF Type Faces used in this advertisement: heads, Craw Clarendon; 


text, Bodoni Book; coupon, News Gothic Condensed. 


American Type Founders, Dept. B 
200 Elmora Avenue, Elizabeth, N. J. 


I’m interested in your “Offset Package Plans” on a [ purchase 
() lease basis. 


Name _— Title 


Company 


Street and Numb 


as 


(If you have trade-in equipment, list descriptions, models, serial numbers) 


a — ———————— 
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The Friden Model CTS Computyper® is a remarkable machine; 
it reads constant data from punched tape or cards, writes the 
data down on the invoice, automatically does all the arithmetic 
required to figure a bill. The operator does little more than fill 
in the date and the item quantities. 


For the average business, one girl and one machine can be the 
entire billing department. 


Important plus: The Computyper automatically produces a by- 
product punched paper tape summary of each invoice. This tape 
can be automatically converted into tab cards or fed directly into 
computers. (If you don’t use this type of data processing, simply 
run the by-product tape back through the Computyper and it 
will give you a typewritten billing summary.) 


For complete information, contact your Friden Systems repre- 
sentative, or write: Friden, Inc., San Leandro, California. 


THIS IS PRACTIMATION: Automation so — with 
practicality, there can be no other word for it. 1960 rmiD 


se Friden 


SALES. SERVICE AND INSTRUCTION 
THROUGHOUT THE U.S. AND WORLD 


(Circle No. 21 on Reader Inquiry Card) 


AUTOMATION IN THE OFFICE 


paper, foil, or plastic tapes in widths 
from five through eight channels. 

Complete in itself, the system in- 
cludes a paper tape reader capable of 
reading 120 characters a second, a 
magnetic tape handler, and _neces- 
sary electronics for control and tape 
format. Price of Model 1433 system 
begins at $26,500, and delivery time 
is 120 days. 


NCR opens service center 
that serves corner grocer 

The National Cash Register Co. 
has opened a computer service cen- 
ter in its New York headquarters 
at 50 Rockefeller Plaza. The center 
will make electronic data process- 
ing services available to companies 
as small as a neighborhood grocery 
store with one cash register as well 
as to large firms. 

Equipped with a medium-scale 
NCR 390 computer, the center will 
automatically prepare sales and in- 
ventory reports, payrolls, customer 
bills, and other business records. 
Service charges to users will run as 
low as $25 a month. 

Any company equipped with a 
National adding machine and a 
punched paper tape recorder will 
be able to use the low-cost com- 
puting service. The computer can 
also process paper tape created by 
accounting machines and cash reg- 
isters equipped with recorders, and 
it can accommodate punched cards 
as an input medium. 

The Rockefeller Plaza installa- 
tion is the first of more than 100 
service centers to be opened in 
American cities, according to 
Robert S. Oelman, company presi- 
dent, NCR also plans to open larger 
data processing centers in New 
York, Los Angeles, and Dayton, 
Ohio. (The New York center will 
be located on the ground floor of 
the new Getty Building, 61st St. and 
Madison Ave.) These centers will 
utilize the large-scale NCR 304 sys- 
tem. 

National Cash Register is also de- 
veloping a sales register that will 
dispense the right number of trad- 
ing stamps to a customer as a by- 
product of ringing up a sale, accord- 
ing to Mr. Oelman. 


OFFICE MANAGEMENT and AMERICAN BUSINESS 
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How XeroX" 


ee 


master-making equipment 
can make your own 
duplicating department 
pay olf 


with remarkable savings in time and money, and without capital investment 


Hundreds of business firms now find it profitable 
to set up their own offset duplicating depart- 


ments. For example: 


A national refiner is saving $1,500 a 
month, an airline $1,000. A small insur- 
ance company is ahead $6,000 a year, a 
steel firm $250,000. An instrument man- 
ufacturer now saves $700 a month, an 


acronautics firm $82,000 a year. 


What accounts for such substantial savings in 
do-it-yourself, paperwork duplicating? The ap- 
plication of xerograpi, the clean, fast, dry, 
electrostatic copying process—to the preparation 
of offset paper masters. 

You get longer runs from cach master with 
XeroX master-making equipment, and you can 
use any master material. So there's a substantial 
saving not only in dollars, but in tame. 

You get high quality masters, that give you 
hundreds—even thousands—of sharp, clear run- 


off copies—-enlarged, reduced, or size-to-size. 


HALOID XEROX INC., 61-243X Haloid St., 
Rochester 3, N. Y. Branch offices in prin- 
cipal U. S. and Canadian cities. Overseas: 


Rank-Xerox Ltd., London. 


You have no capital investment. XcroX mas- 
ter-making equipment can be installed at a mod- 
est monthly rental, cancellable on 15 days’ 
notice, for any reason whatever. 

You ll save the rental charge many times over 
in reduced paperwork duplicating costs. Even if 
your volume is low, you'll find it pays to install 
XeroX equipment because of our unique Pay-As- 
You-Copy rental plan. 

Companies now maintaining their own offset 
duplicating departments (and this includes 
many of America’s most progressive companies, 
large and small) enjoy other benefits in addition 
to the substantial savings. Better control of work, 
faster reproduction, and—because offset paper 
masters are prepared on XeroX master-making 
equipment—finer quality of end product. 

Why not let our representative conduct a feasi- 
bility study on the application of NeroX equip- 
ment to your paperwork duplicating problems. 
No obligation or cost to you. Just fill in and mail 


the attached postcard today. 


HALOID 
xEROX 


(Circle No. 24 on Reader Inquiry Card) 
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OFFICES DISCOVER BANK-AT-WORK 


Plan wins employee acceptance, reduces employer responsibility 


BANK-AT-WORK is a new plan 
cropping up around the country in 
all kinds of offices, large and small. 
This latest version of retail or grass- 
roots banking is just what its name 
suggests —an_ on-the-spot banking 
service for workers. 

Banks have recently introduced 
this service into business establish- 
ments with payrolls ranging from 
30 to more than 10,000 employees. 
In addition to the financial giants 
—California’s Bank of America, 
First National City Bank of New 
York, Chicago National Bank, and 
Mellon National Bank of Pitts- 
burgh—smaller banks have inaugu- 


rated the service in such cities as 
Newark, Philadelphia, Boston, 
Memphis, Cleveland, Indianapolis, 
and Fort Worth. 

Various bank - at - work services 
have been used for years, but the 
program got off the ground only 
about two years ago when the Bank 
of America, largest in the nation, 
reported an “overwhelming _ re- 
sponse” to its initial offering of the 
new service in California. This 
report inspired other banking insti- 
tutions to follow the Bank of 
America’s lead. Additional banks, 
spurred by the success of these early 
plans and the rapid growth of 


ing: PHERS UN 
_—_— 
STERN UNION DIVISS 3 
WSJ LOCAL 48 


EN pits IN 


i a 


E 


» 
me. 


Bank-at-work has caught on throughout the country in offices of every size. 


Among them are Local 48 of the Commercial Telegraphers Union, Los Angeles. 


42 


credit unions, may enter the in- 
plant service field in the coming 
months—with the help of a study 
and operational blueprint devel- 
oped by the American Bankers 
Association. 

Bank-at-work has a special appeal 
in those areas where employees live 
or work some distance from a bank 
and find it difficult to get there 
during banking hours. The new 
service generally makes it unneces- 
sary for them to visit the bank in 
order to take care of major banking 
needs, 

Though the services offered by 
different banks vary, a typical plan 
has the following pattern: The 
necessary forms to open savings and 
checking accounts and to apply for 
loans are made available at the 
place of work. After an account is 
opened or a loan obtained, deposits 
and loan payments may be made 
either through payroll deductions 
or by mail. When loans are ap- 
proved, the bank does one of three 
things—credits the employee’s ac- 
count, mails a check, or pays out 
cash—as desired by the borrower. 


Employee savings raised 


Employers who have offered this 
on-the-job service have found that 
it involves a minimum of office 
space, expense, and responsibility. 
All that is usually called for is the 
designation of one or more people 
in the personnel department to give 
out the necessary forms, verify em 
ployment and salary when required, 
and mail completed forms to the 
bank. In addition, the company 
may make payroll deductions fon 
deposits and loans and_ forward 
these to the bank when authorized 
to do so by the employee. All credit 
decisions are made by the bank, 
and the employer assumes no re- 
sponsibility for the loans that are 
made. 
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Principal advantages of Bank-at- 
work, as given by banks and em- 
ployers already offering the plan, 
are these: 

1) The ease. which workers 
can start and keep using the plan 
makes it possible for many to intro- 
duce system and method into the 
management of their personal 
finances for the first time. 

2) Employees using the plan no 
longer find it necessary to take time 
off from work to cash paychecks, 
arrange loans, and transact other 
banking business. A peripheral ad- 
vantage is that Bank-at-work elim- 
inates the “necessity” to visit the 
local tavern to cash a paycheck and 
thus cut down take-home pay. From 
the employer's standpoint, produc- 
tion losses due to workers taking 
time off on paydays to cash pay- 
checks are sharply reduced with 
“Bank-at-work” in operation. 

3) The loan service feature en- 
ables the employee to meet his 
credit needs under favorable condi- 
tions (bank interest rates, prompt 
action, confidential treatment, auto- 
matic repayment through payroll 
deductions) and so helps keep him 
from getting entangled with unre- 
iable lenders or credit sources. 

4) To the employer, the loan 
service means less chance of becom- 
ing involved in the financial dith- 
culties of workers through garnish- 
ments and requests for salary ad- 
vances, and being subjected — to 
high-pressure collection attempts 
from workers’ creditors. 

5) The savings feature stimulates 
employee savings, especially when 
use is made of the salary deduction 
plan. 

6) ‘The service as a whole is 
appreciated by workers, who regard 
it as another fringe benefit offered 
by the company. 

Although credit unions have been 
active in this field for years, banks 
and employers offering Bank-at- 
work cite the following advantages 
of the new plan over credit union 
programs: its lower, almost negli- 
gible, cost to management; wider 
range of services available to the 
worker; higher dollar limit on 
loans; more experienced handling 
of loans, with no involvement of 
fellow employees or management; 
and the opportunity given the 
worker to build up his “bank 
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Mellon Bank set up the program at Liberty Printing and Lithographing, Pittsburgh. 
Employees use bank’s deposit and loan services without going to the bank. 


standing” and enjoy other benefits credit unions already in operation. 
of a bank relationship. This leaves the banks a field of 
Despite these advantages—plus more than 3 million industrial and 
the possibility of supplementing an commercial establishments which do 
existing credit union facility with not have credit unions and which 
Bank-at-work—banks that offer the — employ an estimated 40 per cent of 
new in-plant financial service usu- the nation’s 65 million wage earners 
ally approach only those companies that now take little or no advantage 
that do not have one of the 19,000)” of bank facilities and services. 


Blue Cross-Blue Shield office in Indianapolis is among local organizations pro- 
viding on-the-job banking service. Employees consider it another company benefit. 
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You Get Things Done With 
Boardmaster Visual Control 


yy Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

vy Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate — Type or Write on 
Cards, Snap in Grooves 

vy Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attractive. 
Over 500,000 in Use 


Full price $4950 with cards 


FREE 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


Yanceyville, North Carolina 
(Circle No. 22 on Reader Inquiry Card) 


ne Dail 


Quickly shreds newspapers, magazines, 
waste paper, tissue, cellophane, corru- 
gated cartons, wax paper, etc., into uni- 
form resilient strands ideal for packing 
purposes. Especially adapted to shredding 
confidential records, blueprints, etc., per- 
mitting the return of this high-grade paper 
to the paper mills, for re-use. 


24-PAGE BOOKLET No. G-400 
Without Obligation 


Compact, economical, safe. All revolving parts 
ane cevened. Instantly adjustable. Shreds % 


to %”. Designed for continuous and trouble-- 


free service. 


ae ee re 
", Ate a 


FREE TRIAL 
Operate a SHRED ALL 30 days. If 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
Dept.mM SAGINAW, MICHIGAN 
(Circle No. 50 on Reader Inquiry Card) 
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Retain your employees... 

The following 12 suggestions are 
made to help eliminate the problem 
of costly turnover. 

Discharge reluctantly—try a trans- 
fer to another job. Don't let a sub- 
ordinate fire a man without finding 
out the reasons. 

Keep abreast of current changes 
in cost of living in revising your 
salarv schedule. 

Get down to a study of individual 
problems. 

Find a way to avoid peaks (in- 
ventory taking, ete.) . 

Keep up the system of vacations 
somehow. 

Find a method of constantly 
studying working conditions, venti- 
lations, and sanitary conditions. 
Make sure of adequate light and 
heat. 

Get your own doctor to see those 
kept home by illness. 

Shorten up on working hours 
when the occasion permits. 

Keep studying to get the best svs- 
tem of compensation that will re- 
ward production, punctuality, and 
high standard of performance. 

Listen patiently to any 
plaints—and criticisms. 

Invite suggestions at all times.— 

From J. K. Lasser’s “Executive's 
Guide to Business Procedures.” 
Copyright McGraw-Hill Book Co., 
Inc., New York. Reproduced by per- 
mission of the publisher. No further 
reproduction authorized. 


com- 


Relax daily tensions 

Here are five easy things to do 
that will actually prevent tension 
from beginning to build. 

1. Take a deep breath every time 
you sit down. 

2. Lean back and stretch hard at 
least once every half hour. 

3. Shrug vour shoulders every 
time you sign a letter, hang up the 
telephone, or turn away from your 
desk. 

4. Bend down and try to touch 
your toes every time vou get up 
from your chair. 

5. Place your hand on opposite 
sides of a doorway and push side- 
ways every time vou go through.— 
Bonnie Prudden, physical fitness 
consultant, writing in Prestige. 


Tips for the Office 


Some do’s and don’t’s of filing 
DON’T 

Use pins, wire clips, or rubber 
bands on file papers. 

Write in captions on folders by 
hand. Perhaps vou can read your 
writing but can the next fellow? 

Allow papers to be all mixed up 
as to dates within a folder. 

File in front of guides. 

Start to file with papers in hap- 
hazard arrangement. 

Lend papers and then depend 
upon vour memory to tell vou who 
took them. 

DO 

Wire staple papers neatly to- 
gether in upper left-hand corner. 

Lift the folder out to insert pa- 
pers in proper place. You will be 
accurate and your file will be neat. 
Be a good housekeeper. 

File in back of guides. After all, 
“guide” is what the name implies— 
a guide indicating the proper place 
to locate a folder. 

Prearrange or sort your papers in 
exact order according to your file 
index. Then, start to file. 

Type labels in capital letters so 
they may be easily read and keep 
one on every drawer. 

Close each drawer as you finish 
with it. Open file drawers may cause 
a serious accident. — Remington 
Rand Systems Division of Sperry 
Rand Corp., 122 F. 42nd St., New 
York 17. 


An approach to correspondence 

Have something to say. If vou 
have nothing outstanding to com- 
municate, then you have no occa- 
sion to write. 

Understand clearly what vou 
want to express. Many failures in 
letters are traceable to befogged 
thinking. Writers often have some- 
thing to say but are not clear in 
their own minds exactly what it is. 

Approach your message from the 
reader's viewpoint. Your reader is 
interested primarily in himself, not 
you. He doesn’t care about what 
you are selling, but he is vitally in- 
terested in how what you are selling 
will benefit his interests. If you can 
help him solve his problems. he'll 
be interested.—“Fixing Standards 
for Business Correspondence,” the 
Alexander Hamilton Institute. 
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Here's the easy, instant way to 
any type of copy you want! 


Kodak's Verifax Copier turns out 5 dry, easy-to-read copies in 1 minute for 2%¢ each 


get 


A Kodak Verifax Copier gives you a choice of copies no other copier can 
match. It lets you reproduce letters, charts, systems records, and other 
office items on one or both sides of white or color-coded bond-type paper 
. .. Or on card stock. Even lets you make your copies on printed office 
forms .. . or make translucent masters for whiteprint machines. 


Call your local Verifax dealer for a demonstration in your office using your 
records. (See Yellow Pages under Duplicating or Photocopying Machines.) Or 
write Eastman Kodak Company, Business Photo Methods Department, Rochester 
4, N. Y. for free booklet describing all Verifax Copier models. 


Prices quoted are manufacturer's suggested prices and are subject to change without notice. 


Verifax’ Copying DOES MORE... COSTS LESS... MISSES NOTHING 


(Circle No. 15 on Reader Inquiry Card) 
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VERIFAX 
BANTAM 
COPIER 
(Model A) 
ONLY 


$99°° 


other models 
to $425 
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IS THIS MACHINE NECESSARY ? 


Six criteria determine the value of office equipment purchases 


By BESS RITTER 
“TTS THE BEST investment we've 
ever made,” declared J. G. Reynolds, 
president of the Reynolds Construc- 
tion Co., Santa Rosa, Calil., in 
reference to a recently purchased 
accounting machine. Then he listed 
its advantages: “We are able to 
handle an increasing volume of 
work with greater speed and accu- 
racy. We are able to handle the 
job cost and accounts payable with 
one person instead of three. We 
have eliminated costly overtime and 
unnecessary salaries,” and his com- 
pany could also, with the new de- 
vice’s help, “bid more accurately on 
work contracts, thereby assuring us 
of a better profit.” 

However, this glowing statement 
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does not prove that mechanization 
of the office automatically achieves 
these results. As a matter of fact, 
the reverse can be the case, and this 
is why the following factors should 
be considered while the purchase is 
sull in the planning stage. 


“Case of label machine” 


1. Does the office really need the 
contemplated machine? If better 
business control is a necessity, noth- 
ing is more valuable than efficient 
check protecting and signing ma- 
chines, or the various punch cards 
that are available, which provide 
the office with a better and a more 
complete analysis. 

If it is necessary to improve the 
appearance of finished work, noth- 


ing is more desirable than up-to-date 
typewriters, multigraphing, and 
mimeographing machines, as re- 
placements for inefhicient and out- 
dated ones. 

But if the office doesn’t handle 
accounting work, no machine ot 
this nature can cut office costs via 
accuracy, speed, the streamlining of 
the payroll, or the accumulation of 
extra profits. A far-fetched illustra- 
tion of this point can be labeled 
“The Case of the Office Supervisor 
and the Machine that Labeled 
Automatically.” The supervisor was 
particularly entranced with this ma- 
chine, which was a marvel of its 
type: It could apply more than 
14,000 labels per hour to almost 
any kind of paper, including post 
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cards, insertion cards, pamphlets, 
brochures, all sizes ol envelopes, 
lightweight booklets, magazines, ca- 
talogues, and what-have-you. These 
labels could be either gummed on 
ungummed, roll strip, continuous 
pack, or even cut—and it was a real 
buy at its price. But since the ofhce 
handled (at the maximum) approx- 
imately 10,000 labeling operations 
a week, and only one type of light- 
weight booklet required this kind 
ol labeling, the fmal office decision 
went against its purchase because 
the firm would be paying for fea- 
tures that it would never use. 

2. Has the most suitable model 
been selected? A reverse situation 
illustrates this point, and it can be 
called “The Story of the Paper 
Cutting Machines,” 
models were involved. A string of 
five different branch oflices needed 
efhcient paper cutting machines that 


because two 


could) handle papers of various 
thicknesses and could be indiscrim- 
inately used by different personnel. 
A suitable model was selected. Its 
features included a full-width, ad- 
justable back gauge, a heavy-duty 


paper press, an automatic salety de- 
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vice, and nickel-plated operating 
parts. It could cut thicknesses up to 
a tull two and a hall inches. How- 
ever, since the firm was undergoing 
an “efhiciency” economy drive, a far 
less expensive model was actually 
purchased. Yet, because these paper 
cutters could handle only two on 
three sheets at once, they were 
eventually discarded, at a loss, when 
the company replaced them with 
the model that had been the first 
choice. 


What is the true cost? 


Another facet regarding the 
choice of the most suitable model 
concerns whether the selected office 
machine will perlorm previous dual 
functions in one operation. Th the 
office merely requires a simple 
photographic-type copying machine, 
which is designed to handle general 
copy work only, investment in some 
thing more versatile is unwise. How 
ever, if many different documents 
and copies are essential lor the com 
pletion of routine business opera 
tions, such as order-invoice, pu 
chase-receiving, and accounting, and 
they are now being handled with 
slow and costly manual transcrip 


oe ey ee 
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tion methods, the high cost of such 
paperwork may very well be slashed 
by the introduction of an efhcient 
copying machine that is obviously 
more expensive but can handle all 
these different documents at once. 

3. Do you know the true cost of 
the machine? Whether it represents 
a savings to the firm cannot be de- 
termined until its true cost is 
known, and this is why it is impor- 
tant to investigate “hidden” costs 
such as the following: 

A. ‘The cost of installation (if 
any, since the price tag of many 
large ofhee machines includes in- 
sStallation charges) . 

B. Ofhee labor required for oper- 
ation. \re special skills required for 
the operation of the machine, and, 
il so, can present employees be 
trained? What will this expense add 
up tor It new employees must be 
hired, are they as easily obtainable 
in your area? What is the rate of 
pay for this type of skilled work? 

C. Any special printed forms and 
operational supplies that are re- 
quired tor the use of the machines, 
such as ribbons, ink, or paper. 

D. Depreciation (or rental costs) . 

bk. Any additional light or power 
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AVERAGE OF 


0,000 


NET PAID SUBSCRIBERS 


LARGEST ABC PAID 
READERSHIP OF 


TOP ADMINISTRATIVE 
AND SYSTEMS EXECUTIVES 


Will receive each month the 
latest developments in the 
modern office including 


SYSTEMS 


Male 


PERSONNEL 


MANAGEMENT 


* Publisher’s guarantee 


TOOLS 


OF THE OFFICE 


. © Office Management @ 
| and AMERICAN BUSINESS 


THE MAGAZINE OF ADMINISTRATION AND SYSTEMS 
GEYER-McALLISTER PUBLICATIONS, 212 FIFTH AVENUE, NEW YORK 10, N. Y. 


BRANCH OFFICES: CHICAGO, BOSTON, LOS ANGELES 


Machine raises morale 


costs. When a large number ol elec. 
tric typewriters replace manual ma. 
chines, it is important to estimate 
the additional power costs and the 
cost of adding additional power 
lines to the office area. 

4. Will the selected machine save 
labor time? ‘To determine this, clock 
one hour’s performance when the 
work is accomplished 
Then clock one hour's performance 
when the operation is accomplished 
by machine. With items such as 
photocopying machines, results can 
be so dramatic that you can actually 
start figuring on cutting down on 
ofhce help. But when machines re- 
quire preparation before they are 
used, plus dressing down after they 
are used (as in the case of mimeo- 
graphing machines, which must be 
inked belore use and cleaned up 
alterward) , be sure to add the time 
required and the labor cost of this 
time. 


Office manager’s burden 


A careful check should also’ be 
made as to whether the use of the 
machine will require additional per- 
petual supervisory time, since the 
labor time of supervisors and man- 
agers is more expensive than that 
ol the routine office worker. Now 
add this time to the cost of the ma- 
chine. You should also determine 
whether it will be necessary to main- 
tain a dual system while the new 
method is in the installation stage 
and, if so, how long it will be nec- 
essary to place this extra burden on 
the office manager's shoulders. ‘This 
is especially true if expensive over- 
time is involved. 

5. Will the new mechanization 
raise the morale of the employees 
who will use it? Although a great 
deal of publicity has been expended 
on the loss of workers’ morale when 
new machines are introduced—such 
as lack of teamwork and loss of in- 
terest in the job—carelul planning 
can actually create the reverse effect. 
Some facets of this planning can 
include the following methods: 

A. Allow the employee to select 
the particular model or the particu- 
lar color when feasible. One com- 
pany, for example, decided to 
replace 100 ten-year-old typewriters 
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“NCR 


PAPER 


saves us its entire cost every year.” 
TRANS WORLD AIRLINES, Inc., Kansas City, Mo. 


“We use NCR Paper (No Carbon 
Required) for many different types 
of forms, including forms which are 
bound into books. 

“The cleanliness of NCR Paper 
is a very worthwhile and economic 
factor. Users of NCR Paper seem to 
develop a better mental attitude to- 
ward their work because they do not 
have to bother with carbon sheets. 

“Moreover, on NCR Paper sets 
there is no need to waste space to 
provide a gripping area for removing 
interleaved carbons. Instead, infor- 


mation can be printed to the edge 
of the sheets when space is critical. 

“Though the price of NCR Paper 
is often more than forms with car- 
bons, we estimate the time saving 
and other advantages of NCR Paper 
offset the extra cost many times 
over, thus saving us its entire cost 
every year.” 


ee Oe oe 


Vice President-Purchasing 
TRANS WORLD AIRLINES, INC. 


ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER 


Another Money-Saving Product of 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES + 76 YEARS OF HELPING BUSINESS SAVE MONEY 
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(Circle No. 37 on Reader Inquiry Card) 


Trans World Airlines 
saves time and money with 
these NCR Paper forms: 

Jet Aircraft and Engine Log 

Flight Operations Enrollment 

Flight Operations Release 

Refund Settlement Advice 

Aircraft Load Record 

Interline Baggage Tag 

Record Ticket and Baggage Check 
Charter Ticket and Baggage Check 
Company Ticket and Baggage Check 
File Requisition - 

Ticket Look-Up 


NCR PAPER 
ELIMINATES 
CARBON PAPER 
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Model 28-TA 
Executive Chair 


$5995 


($63.95 in Zone 2)* 


Comfort with economy 


@ Here's the handsomest. most comfortable executive chair 


you can buy for the money. [ts the Executive Model 28-TA. « 


from our Cosco “Director” Series, Completely adjustable for 


individual comfort and smartly styled in square tubing. Dual- 


contour molded foam rubber seat. Foam-cushioned backrest. 


upholstered front and back. Even the armrests are foam! 


Quiet. long-wearing Nylon tilt’ bearings. Wide selection of 


decorator fabrics and finishes. Phone your nearby Coseo 


dealer now for a free demonstration in your office, 


HAMILTON COSCO, INC., Dept. OM-21, COLUMBUS, INDIANA 


CUELY. 


OFFICE-FASHIONED SEATING 


ma we Pr 
ca AQ | \ 


re cy, 


A—Model 28-STA 


Executive Posture Chair, 
$67.95 ($71.95 in Zone 2)* 


B—Model 25-S 


C- 


*( Zone? 


(Circle No. 25 on Reader Inquiry Card) 


Secretarial Chair, 
$42.95 ($46.95 in Zone 2)* 


Model 27-LA 
Conference Arm Chair, 
$39.95 ($43.95 in Zone 2)* 


Comparable values in 
settees, sofas, lounge 
chairs and tables 


Teras and 11 western states 


Girls choose machine 


with latest models in a department 
where the girls did nothing but type 
all day long. The three top typists 
were invited to make the final deci- 
sion as to the brand ol typewriter, 
Each girl in the department was 
invited to choose the color she 
wanted lor her own machine. 


B. Introduce the machine to the 
workers who will use it before it is 
actually installed in the office itself. 
One way in which this can be done 
is illustrated by a firm that planned 
to install an efhcient record storage 
device after watching its perform. 
ance at a local business show. ‘The 
file clerks who would eventually be 
using the machine were given tick- 
ets to the show, where they could 
see this “pushbutton” file in opera- 
tion. When they watched the way 
a wanted file revolved into working 
position while a girl sat at a special 
desk and simply pushed a button, 
they were impressed at the way it 
would reduce fatigue and cut down 
on the monotony of the repetitive 
hand operation. 


Employees share savings 


C. Share operational savings with 
the employee involved. When a 
photocopying device reduced an 
office secretary’s day by two hours, 
on the average, one firm decided 
that it was worthwhile to reduce 
her usual eight-hour day to seven 
and a half. Another firm recognized 
that) transcription machine opera- 
tors earned approximately 15 per 
cent more weekly Ly pists 
in that particular area. Accord- 
ingly, its executives decided that 
it would be more morale building 
for tvpists who were graduated to 
part-time transcription work to re: 
ceive a 15 per cent higher hourly 
wage when they were operating 
transcription machines. 


than 


6. Finally, it is important to con- 
sider whether the company will be 
able to recoup the cost of the ma- 
chine—via its time and work saving 
advantages within a reasonable pe- 
riod of time. According to a rule-of- 
thumb measurement that is recom- 
mended by the Small Business 
Administration, this should be ac- 
complished within one-fourth of the 
estimated life of the machine. 
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ISINESS 


OFFICE MANAGEMENT 
and AMERICAN BUSI- 
NESS sponsors the 
“Office of the Year” 
awards, given each 
year for the past ten 
years to the nation’s 
six leading new offices. 


FIT THE OFFICE TO ITS OCCUPANT 


Imagination can transform a dull office into one with a personality 


By MARY D. LYONS part, the only “neurotic” offices lelt 
today belong to the poor: How 
ever, despite the unmistakable 
stamp, “professionally decorated,” 


JUST AS today’s psychiatrists are 
prodigiously turning out a mass ol 
fairly standard and well-adjusted 
human beings, so are designers, 
architects, and ofhice planners  pro- 
ducing a mass of fairly standard and 
well-adjusted offices. (An office is 


an office w7/] maintain a personality 

so long as ity occupant, in spite ol 
his psychoanalysis, continues to 
maintain his. 


considered well-adjusted when it The personality of the modern 
meets the needs of both its occupant American businessman and his ol 
and his profession. For the most fie has undergone a great change 


Executive office at Chanel, Inc., designed by Tom Lee, contains collection of paintings, 
Japanese -type matting on walls, pieces of sculpture individually lighted from ceiling. 
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in the past decade. Whether the 
new Commander Whitehead qual- 
ities sought after by any young ex- 
ecutive worth his salt are due to 
television, advertising, “egghead” 
friendships, or simple prosperity is 
difficult to say—but the hard-headed 
practicality formerly indigenous to 
the business mind has become 
heavily interwoven with savoir-faire: 


Vv uz 


Cezanne replaces Currier & ives 


Where once hung Currier & Ives, 
one now sees Cezanne; and the 
rather smug young — receptionist 
equipped with coiflure and costume 
to match office decor has replaced 
stoic old Hattie Brown; even suave 
gray flannel has given way to suave 
olive shades. 

Perhaps one of the reasons for 


this ofhce personality uplifting ts 


The nation’s top executive, according to reports from the Wood Office Furniture In- 
stitute, Washington, D. C., will not be a “clean-desk” man as was his predecessor. 


Washington broker Joseph Auchincloss, 
father-in-law of the man depicted above, 
favors traditional furniture in his office. 
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due to the new relationship — be- 
tween businessmen and _— intellec- 
tuals. As mentioned recently in the 
“Topics” section of the New York 
Times, the growing rapproche- 
ment between the so-called eggheads 
and the business community was 
demonstrated by the widespread use 
ol economists from the college cam- 
pus by both recent Presidential can- 
didates. Not too long ago there 
seemed to be something almost 
Pavlovian about the intellectual’s 
response to capitalism and business: 
men generally. He either showed a 
strong anti-business bias or at best 
remained aloo 
problems. 


from management 
A cursory glance at the 
daily newspaper shows how things 
have changed. The article cites ex- 
amples of the many scholars who 
have involved) in- motiva- 
lion, communication, and operations 
research lor commercial reasons, all 
ol which “suggests that the scholar 
may be permanently wedded to 
business. Nor does it) promise to 
be a one-sided union. If the intel- 
lectuals have donated their expert- 


become 


ise to business, business has recipro- 
cated by sending its bright) young 
men 


into the academic groves to 


Pepsi-Cola President Herbert L. Barnet can look down on Park 
Avenue from his glass-encased office. Modernity of his office, done 
in neutral beige and gray, reflects the image of up-to-date “sociability.” 
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30% less floor space... 


Most files consume 25 to 2734 inches of 
extra floor space just to get their draw- 
ers wide open. 

These files do not. 

These Y&E Pro-Files* have no 
drawers. With the Rock-A-Tilt mecha- 
nism, compartments rock open easily. 

You can close a Pro-File, keep rec- 
ords clean, lock it tight, keep valuable 
records safely encased in steel. 

Open a Pro-File compartment, and 
you expose all its contents at once. All 
guides and indexes are readable, reach- 
able, from either side. There’s enough 
room for two people to file or find at 
the same time without blocking an aisle 
or other cabinets. All tabs and folders 
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are labeled on both sides for conven- 
ience and speed. 

At “wide open,” your letter-size Pro- 
File will project only 6 inches. Legal 
size projects only 7%4 inches. That’s 
why Pro-Files can save you 30% of 
your filing floor space over standard 
files. 

You can safely stack Pro-Files to the 
ceiling because the center of gravity al- 
ways remains within the cabinet wheth- 
er open or closed. 

You can build them into 121% -inch- 
thick wall spaces, use them as modern 
dividers, arrange them in a lot of space- 
saving ways not practical for standard 
files. 


(Circle No. 53 on Reader Inquiry Card) 


A Y&E man is located wherever you 
are. He’s anxious to talk with you about 
Pro-Files. Or, if you'd like to read more 
about Pro-Files, send us the coupon 


below. *Patented 


~~ 7 


YAWMAN | 


7 
| 
| 
| 


| 
| Ky | 
| & ERBE ! 
A STERLING PRECISION CORP | 
| 1003 Jay Street, Rochester 3, N. Y. | 
Please send me your Pro-File folder. | 
| 
| Name ] 
Title | 
| Company 
ne ee i 
: City Zone State | 
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find out how the egghead lives. In- 
deed, it is perhaps the replacement 
of George Babbitt as the arche- 
typical businessman by the new 
sophisticated executive with a pub- 
lic service flair that has helped the 
egghead accommodate himself to 
the business community.” 

Every type of industry naturally 


has its own particular flavor, which 
may or may not be reflected in the 
offices of the trade. What distin- 
guishes one office personality from 
another may depend on the type 
of industry, company image, or in- 
dividual preference. ‘There is no 
rule of thumb concerned in office 
design, however, and any psychology 
underlying its precepts is quite in- 
consistent. Although — offices — are 
standard in many ways, there is 
always the possibility of the bizarre 

or the insipid—in the least ex- 
pected places. 


outstanding 
in looks... features... value! 


BORROUGHS 


new and improved cabinets 


styled by Dietrich 


LOOK NO FARTHER ffor quality- 
plus, style-plus, feature-plus cabinets! 


Borroughs’ sliding-door cabinets are — 


tops. Long, graceful, vertical door pulls 
slide doors easily and smoothly on 
quiet nylon rollers. Door pulls and 
roller tracks are anodized aluminum, 
with beautiful, harmonious butler-type 
finish. Sliding shelves adjustable with- 
out nuts or bolts. Get Borroughs’ 
illustrated price list without delay .. . 
it shows Borroughs’ complete line of 
open-face, sliding-door and swinging- 
door cabinets, in many sizes and colors, 
for better looking, better functioning 
offices. 


send for illustrated price list 


Ideal os machine stands 


Perfect as desk companions 


Efficient 2-tier combinations 


vbate 3 
hd ike. i 


BORROUGHS manuracturinc company 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3036 NORTH BURDICK ST. all. KALAMAZOO, MICHIGAN 


(Circle No. 10 on Reader Inquiry Card) 
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In the commercial world, Fred- 
erick R. Kappell, president of 
American ‘Telephone and ‘Tele. 
graph Co., New York, has two large 
offices. One room, his working area, 
is a typical executive office with 
dark wood desk,  wicker-backed 
chairs, table, and fireplace. A winter 
scene and still life adorn the wall. 
Walnut paneling, rich carpeting, 
and draperies provide an air of ele- 
gance. ‘The other room is a com- 
bination library and sitting room. 
It is distinguished by a quite un- 
usual alabaster ceiling spotted with 
signs of the Zodiac. This room also 
has walnut paneling and is  fur- 
nished with sofa and chairs. Ref- 
erence books take up much of the 
wall space, and the various products 
of the communications industry are 
scattered about the room: a model 
of Nike Zeus, a guided missile de- 
veloped by Bell Laboratories for 
protection against air attack, and 
other new developments such as the 
Bellboy, a pocket device that in- 
forms the wearer of important office 
calls. ‘The couch in this room is 
light green, and the chairs are of 
red leather. ‘The window in the 
library looks out on the Hudson, 
and another provides a fine view 
of uptown Manhattan. It is an of- 
fice that definitely reflects the per- 
sonality of the industry rather than 
the personal tastes of Mr. Kappel; 
the office does, however, possess an 
unusual atmosphere of combined 
ingenuity and comfort. 

The office of Herbert L. Barnet, 
President of Pepsi-Cola Co. reflects 
the modern spirit of the industry's 
world image. Mr. Barnet, formerly 
one of the firm’s lawyers, can con- 
trol doors and partitions by the use 
of push buttons at his desk. His 
Hoor-to-ceiling, wall-to-wall glass 
windows offer him an excellent view 
of New York’s plush Park Avenue 
community when he cares to see it. 
‘These windows are usually covered 
by neutral colored drapes. Although 
the company colors are red, white, 
and blue, architects Skidmore, Ow- 
ings & Merrill have maintained 
consistent beige and gray tones 
throughout the executive suite. The 
personnel and public relations de- 
partments are, however, generously 
speckled with patriotic hues—a blue 
carpet and red doors. An unusual 
touch in the executive suite is a 
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Control light the 
modern way with vertical | 
blinds of Du Pont Tontine Triglas: 
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Vertical louver blinds of Du Pont ‘‘Tontine” Triglas vinyl-coated cloth give 
windows a smart new look. Neat and compact, blinds rotate to allow light 
desired. Traverse cord pulls them like a drape to either side of window. Matte | E. 1. du Pont de Nemours & Co. (Inc.) 
white finish reflects solar heat; keeps rooms cool in summer. Fit openings of | Fabrics Division OM-2, Wilmington 98, Delaware 

any height or width. Long-lasting. Easily cleaned with damp cloth. Du Pont | Please send swatches of “Tontine’ Triglas vertical louver 
makes the fabric for the louvers, does not make the blinds. | cloth and names of manufacturers of vertical Binds. 


| Send coupon for sample swatches and further facts about Triglas 


| Name 
Tontine’ Triglas 1°" 
Washable Window Shade Cloth Address 
ScTTER THINGS FOR BETTER LIVING... THROUGH CHEMISTRY | City Zone___State 
(Circle No. 13 on Reader Inquiry Card) 55 
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crisp new design 
in office furniture 


Now quantity production 
makes advance styled furni- 
ture affordable and practical 
for the general office. Inter- 
changeable components al- 
low unlimited combinations. 


Write for free brochure. 


THE LEOPOLD COMPANY 
f Burlington, lowa 


(wilere eve. aw OF MeGger Inquiry Ca:d) 


bone fish hanging on the wall of 
the washroom that Mr. Barnet 
shares with the administrative vice 
president of the firm. Mr. Barnet’s 
office and the building that houses 
it reflect the quality image which 
the firm’s extensive public relations 
and advertising campaign has been 
striving for. According to the firm's 
public relations people, Pepsi-Cola 
has become an integral part of so- 
ciable living, and one may, without 
blushing, order a Pepsi in either the 
Stork Club or the “21.” 
Pepsi-Cola’s world headquarters 
at 500 Park Ave. have custom-fab- 
ricated aluminum and glass curtain 
walls to further their “quality” 
image. The 1ll-story wall system 
contains 100,000 pounds of light 
metal. In mullions, frames, and 
spandrel panels, gleaming natural 
anodized aluminum contrasts with 
black enamel lobby trim at plaza 
level. Aluminum has also been used 
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“There are twice as many office 
workers today as in 1940; 100,000 
more than a year ago.” 


—National Machine Accountants 
Association, January 1960 


NOW READY FOR MANAGEMENT 


32 PAGES OF 
ANSWERS 


to High Clerical Costs 


Here is the story of the new 
Wassell Work Organizer princi- 
ple of filing — full of ideas and 
examples of how major firms 
are using Wassell filing systems | 
to save time and dollars. | 

| 


“In manufacturing industries, the 
rate of growth of non-production 
workers since 1947 has been about 
15 times that of production workers.” 


—Office Equipment Manufacturers | 
Institute, September 1959 


(Circle No. 51 on Reader Inquiry Card) 
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WASSELL ORGANIZATION, INC.! 
DEPT. OM-2 » WESTPORT. CONN. * CAPitaL 7-4111 * EST. 1935 | 

Please send me “Work Organizers for the Sixties” | 
NAME | 
COMPANY | 
ADDRESS | 
CITY ZONE STATE | 
Exclusive Wassell franchises are available. Please write for an interview. | 


Office is ‘‘sociable’”’ 


in the satin-finished flag poles, ex- 
terior entrance lettering, interior 
trim, column covers, and louvers 
for the mechanical area. 

In the lobby of the building a 
large Pepsi-Cola sign dominates one 
wall. The firm contributes the space 
of its lobby to various cultural and 
philanthropic groups. Presently on 
display is an art exhibit sponsored 
by the U. S. Committee for Ref- 
ugees, a private American group 
dedicated to the solution of world 
refugee problems. Entitled, “Chap- 
ter of Our Times,” the exhibit in- 
cludes paintings of refugee life and 
depicts contributions that recent 
refugees have made to their adopted 
countries in the field of art. On 
opening night of the exhibit cock- 
tails were served, but many of the 
Pepsi-Cola people drank the firm’s 
new beverage, “Patio.” 

In the world of government, of- 
fices understandably vary from in- 
dividual to individual. A typically 
Federal looking office located in 
New York City’s City Hall, which 
is a building exemplifying Federal 
architecture, is the office of Robert 
F. Wagner, mayor of New York 
City. All white and gracious, the 
office reflects most explicity the per- 
sonality of a mayor. A chandelier 
looks down on elegant carpeting 
and draperies. A Federal type mir- 
ror, complete with bald eagle, hangs 
over the fireplace. There are two 
antique clocks—one, a shelf clock 
on the mantle of the fireplace, and 
the other, a banjo clock, hanging 
behind the desk. Also appropriately 
visible are both the American and 
City flags. The office boasts two 
large windows and an alcove, which 
is almost as high as the ceiling; the 
doors are enhanced by arches. Ad- 
ding to the atmosphere of legisla- 
tive euphony are portraits of Jacob 
Radcliffe and Marinas Willett by 
John Trumbull. It is the office of 
a mayor, and bears no evidence 
whatsoever that its occupant has a 
family or ever went to Yale. 

In Washington, D. C., it will be 
interesting to observe the offices of 
the new breed of governmental in- 
tellectuals who will soon be inhab- 
iting the Capitol, with President 
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John Kennedy's appointments con- 
tinuing to favor Phi Beta Kappas, 
Ph.D.s, honor graduates, and 
Rhodes scholars. Different from the 
Democratic Party’s former econom- 
ically minded intellectuals, the new 
Washington appointees are _ pri- 
marily political scientists—a_reflec- 
tion of Kennedy’s own inclinations 
—and their offices will probably re- 
flect the craft of grand politics. 

Also in Washington is the ofhce 
of broker John D. Auchincloss, the 
step-father of Mrs. John F. Kennedy. 
Mr. Auchincloss’s personal taste is 


reflected in his choice of Early 
American furniture in both his 
Washington office and his home, 


“Merrywood,” at McLean, Va. De- 
signed by Elizabeth Draper, A.1.D., 
the Early American flavor is hand- 
somely set off by rich panels of dark 
brown leather on an office wall. A 
chandelier lends further enhance- 
ment to the office’s gracious atmo- 
sphere. 

Taking a peek into the scientific 
world, Wernher Von Braun, famed 
space scientist. and specialist in 
rocket design, has a somewhat con- 
ventional office. Located in Hunts- 
ville, Ala., it does not, as one 
might imagine, resemble the in- 
terior of a space ship equipped with 
strange perpendicular furnishings, 
and an “Out To Orbit” sign on 
the door. As a matter of tact, Dr. 
Von Braun's large, five-windowed 
office is quite typically executive, 
with walnut paneling and furniture, 
brown leather upholstery, dark 
beige carpet, and matching dra- 
peries. And, of course, the usual 
table, desk, credenza, and bookcase. 

The office is distinguished, how- 
ever, in several ways. Pictures of 
missiles mingle with pictures ol 
General Marshall, Dr. Glennan, and 


Gen. Ostrander. On the desk are 
photographs of Dr. Von Braun's 
wile, Maria, and their three daugh- 


ters. Perhaps what adds most to the 
personality ol Dr. Von Braun's of- 
fice is the presence of the Distin- 
guished Civilian Service Award pre- 


sented to him by President Eisen- 
hower and the U. S. Dept. of De- 
fense in 1957. (Born in’ Wirsitz, 


East Germany, Dr. Von Braun came 
to the United States in 1945 and 
was naturalized in 1955.) He is 
also the recipient of the Dr. Robert 
Goddard Memorial Trophy award- 
ed him in 1958. The bookcase in 
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Special-steel torsion bar 
that can't even be seen 
from most positions re- 
places unsightly coil 
springs, gives superior 
tilt performance. 


ing chair upside down. 


POISED 
FOR 


\ BUSINESS 


OR 


TAKE-OFF? 


Spring-loaded chair controls 
are as passé as 
a this double-breasted suit. 


One business hazard you don’t have to put up with any 
longer is the coil-spring tilt mechanism in your executive 


swivel chair. 


In one stroke, the Bassick Flo-Tork chair control has abol- 


ished all the old tilt-chair 


bugaboos: springs, squeaks, 


squirms, and spine-jarring sudden stops at the end of tilt- 


ing travel. 


And a Flo-Tork equipped chair is so simple, clean-looking, 


smooth-acting... 


and comfortable.. 


.that you really have 


to see it and try it to appreciate it. 

No unsightly, unsafe, protruding springs — Streamlined 
Flo-Tork replaces bulky, ugly coil spring with compact, 
lightweight, effective torsion bar—so unobtrusive that only 
results let you know it’s there. 

No squeaks, no oiling required—Silent Flo-Tork has ny- 
lon bearings to take care of that. No metal-to-metal contact 
in this tilt mechanism. 

No squirms — Easy Flo-Tork side adjustment lets you adapt to your weight while 
sitting normally upright—no stoops, no bends, no getting down on the floor or turn- 


No jars— F lo-Tork brakes you to a gentle stop at end of travel with a natural cush- 


ioning action. 
Office managers: 


THE 

BASSICK COMPANY 
BRIDGEPORT 5, CONN. 
IN CANADA: 
BELLEVILLE, ONT. 


[Symbol of] of 


Excellence 


STEWART- WARNER CORPORATION 


Make sure your next tilting office chairs are equipped with 
Bassick Flo-Tork —the only modern chair-tilt control. 


Bassick 


0.28 


A DIVISION OF 


(Circle No. 8 on Reader Inquiry Card) 


57 


a 
-»X- i; 
ior | : 
| | ‘Pats F 
a | | 4a 
ice il ) Zs 
nd S x 3 » ae 
ed sy’ 4 aoe q 
= fees: P se ig rf i 7 
nd | e ee ‘ caf ‘é 2 *s e 4 ii % a 
nt _ wS =~ >* re . 4 
~ —S - Wy | 
1's j ai 3 
| if ie wr . a O NOTE: i 
rf te = — a i; 
i af UO } 
ch ; 2 
al | r 
- — si rrr 
rk 7 * 
ne es " 
_ | SS eee eC } 
er | 
B | —_ ___ | 
- 9 a j 
BO SS SS ; 
vo i 
4 | } 
id 
1g ; 
ly | 4 
id ; 
vO 
| 
ve 
d- 
- | _ | 
b nS | 
3 7 
of | Cc P 
4 | | ee 7 ‘ 
b- | | 
nt | | ee 
5 es 


¥ 


~JOFFICE | 
| DESIGN | 


his office is crammed with scientific 
texts and reference books. 

In the entertainment industry, 
one expects to find individuality, 
even a hint of madness—and these 
things are, to be sure, very often 
reflected in the offices of the trade. 
David Susskind, however, perhaps 
best known as producer and star of 
“Open End” and producer of “Play 
of the Week,” occupies a most unob- 


Offices are informal 


trusive othce. Reflected in his Man- 
hattan working habitat are none of 
those unusual qualities that Mr. 
Susskind has displayed as a man. 
Unlike other television producers, 
he has persistently given the Ameri- 
can public credit for being able to 
appreciate things other than the 
inane situation comedy and West- 
ern, and his programs have become 
almost synonymous with intelligent 
and adult entertainment. Mr. Suss- 


| The greatest thing in 
carriages since babies 


high qulity WEBSTER | 
CARBON PAPERS | 


Exclusive, Uncoated Numbered Edge makes carbon handling 
easier and cleaner. It insures you neatly typed, even carbons 


every time. 


Stays Flat even in extreme temperatures. Each sheet is spe- | 


cially treated to insure smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. You'll get crisp, 
clean results whatever your typing requirements. 


And Webster offers you a variety of other high quality dupli- 
cating supplies: typewriter ribbons in cotton, nylon and silk for 
all typewriter makes; office machine ribbons for most types of 
adding, accounting, tabulating and addressing machines; | 


carbon paper rolls, spirit duplicating papers and master units. | 


plus: hand cleansers, type cleaners, instrument oil, and dupli- 


cating fluid. 


At better office equipment dealers everywhere — make it 


clear you want 


Webster 


MultiKopy Durametric Carbon Papers 
Always send a ‘'Time-Saver’’ courtesy carbon copy 


F. S. Webster Company + 3 Amherst Street + Cambridge, Mass. 
(Circle No. 52 on Reader Inquiry Card) 
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kind would indeed by expected to 
own an outstanding office. It is, on 
the contrary, practically unidentifi- 
able from all the other black- 
doored executive offices of Talent 
Associates, Ltd., of which he is exec- 
utive vice president, with the 
exception that he possesses a 
wooden desk. His personal life and 
tastes are reflected only by photo- 
graphs of his family and_ several 
contemporary French paintings 
(Aram and Salabet) , which he pur- 
chased in Paris. 

In the perfume industry, an oflice 
in New York City that reflects 
uniquely personal taste is that of 
one of Chanel, Inc.’s top executives. 
A penthouse office with adjoining 
terrace, it contains a rare collection 
of paintings, sculpture, and furni- 
ture. Designed by Tom Lee, A.1.D 
and I.D.1., the walls of the office are 
sheathed with panels of pandanus 
cloth, a Japanese-type matting that 
serves as a good neutral texture on 
which to display the paintings. At 
the same time, the upholstered pan- 
els also sound-proot the office. The 
lighting of the office is arranged so 
that pinpoint rays emanating from 
the ceiling focus directly on the in- 
dividual paintings. The two authen- 
tic Regency armchairs are uphols- 
tered in leather, and the sofa is 
covered in reversed calfskin. A 
Louis XV writing table is used as 
a desk, and its placement in the 
room is such that the owner, while 
working, can observe his collection. 
A painting by Rousseau hangs ove) 
the couch, and pieces of African 
sculpture are scattered about the 
room. 


Commenting on the personality 
of modern design in general, Jens 
Risom, President of Jens Risom De- 
sign, Inc., says, “Our living today 
is more informal, but by no means 
rustic. Nor do we want to snob 
downwards, making our homes and 
workplaces bare of personality and 
charm. It is simply an_ effort 
throughout to live normal, com- 
fortable, and relaxed lives. It is the 
“plain flannel suit,” no oversized 
shoulders, no gold buttons, but with 
excellent tailoring. Sometimes we 
wear it with a white shirt and black 
tie. Often we wear the same suit 
with a striped shirt and brightly 
colored tie, revealing our personal 
taste, yet suited correctly to the par- 
ticular occasion.” 
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\ DUPLISWAZ | 


_ CARBON-INTERLEAVED GUMMED LABELS 
For TYPING AND EMBOSSED PLATE ADDRESSING 


_ PERFORATIONS FOR AUTOMATIC OR MANUAL APPLICATION 
a -_ oe * > " 


MASTERPIECE 


a portrait of addressing label efficiency 


Here's one masterpiece that gathers no dust. Companies every- 
where keep Dupli-Snap labels busy speeding their mailings eff- 
ciently. No special equipment needed, and you get up to six copies 
of your mailing list with a single typing. 

Dupli-Snap labels are the carbon-interleaved member of the 
“Dupli-Mail” line . . . a growing family of gummed addressing 
labels designed to meet every modern requirement at low cost. 

Remember, labels are the key to economy and efficiency in 
mailings, Find out what the “Dupli-Mail” label system can do for 
your firm. See your stationer today, or write to Eureka for samples. 


SQGEGA, EUREKA SPECIALTY PRINTING CO. 
~~ BOX 149, SCRANTON 1, PA. 


@+. M. REG. U. S. PAT. OFF. & CANADA 


(Circle No. 19 on Reader Inquiry Card) 
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CONQUEST OF INNER SPACE 


With rentals up, space harder to get, utilization is essential 


By JEROME C. CIRKER, 
President 
Cirker Moving and Storage Co. 


WHILE SCIENTISTS wrestle with 
problems of outer space, office per- 
sonnel continue to be plagued by 
problems of office space. Despite 
the building boom in major cities, 
good office space is still at a pre- 
mium, and office rents continue to 
A look recent 
rental rates shows that commercial 
rents have risen as much as 38 per 
cent in some localities in the past 
ten years. Real estate experts see no 
immediate reversal of this trend. 


rise. at some ofhice 


Annual office rentals now average 
$3.79 a square foot, with a low fig 
ure of $2.81 in Providence, R. L., 
and a high of $4.68 in Pittsburgh, 
Pa. 


Haphazard filing causes waste 

These figures make it clear that 
office space is more valuable than 
ever and that space is 
wasting money. And yet extensive 
research in records management 
shows that, in the majority of other- 
wise well-run offices, space is im- 
properly that hap- 
hazard recordkeeping 


Wasting 


utilized, and 


filing and 


File cabinets (here at Lever House, New York) can be reduced to a functional minimum .. . 
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methods are responsible for this 
waste. 

These studies reveal that the 
ratio of paperwork to business and 
personnel is out of proportion in 
many offices. The result is that in- 
active files crowd both) staff and 
equipment out of valuable office 
space. Mushrooming files create a 
lormidable problem, since — filing 
cabinets tend to eat up horizontal 
space. They cannot be placed verti- 
cally in the average oflice without 
becoming inaccessible. And the cost 
new file cabinet (five-drawet 
letter size) consumes the profit of 
$6,500 worth of business. 
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An expert in records manage- 
ment, William Rofes of Olin Math- 
jeson, puts it this way: “Records 
management programs are created 
because they offer to management 
specilic and ellective solutions foi 
certain’ problems. Chief among 
these problems is space. People and 
paper cannot both occupy the same 
space. When there are no records 
retention controls, paper gradually 
builds up and relentlessly forces 
people out. Five filing cabinets take 
up the same space as one desk and 
chair. Many of the case studies (ol 
individual companies) show that 
the original impetus for installing 
records management programs was 
founded in space pressure.” 


Records are No. 1 problem 

The average business with 100 
employees should have no more 
than 62 file drawers in office and 
storage, but actually the average is 
103 file drawers—a surplus of 40 per 
cent. A business of this size should 
store records at a cost of $45 a year, 
but actually it stores records on the 
premises at a cost of five times the 
standard. Only 29 files should be 
kept in the office, but actually more 
than 70 are retained in high-rent 
office space. An organization of this 
size should utilize 37 square feet in 
storage, but, in fact, it utilizes twice 
that area in the office and five times 
the standard for storage. Vital rec- 
ords should be limited to two file 
drawers, and yet most businesses in 
this category have no vital record 
protection programs or have gone 
overboard moving them out of town 
or filming them. 

It is obvious that the gap between 
the “ideal” and the “actual’’ makes 
recordkeeping in many offices a No. 
| problem. Bear in mind, too, that 
as the business grows, the problem 
grows with it. 

How should you go about solving 
your office space problem? Begin by 
analyzing your records retention re- 
quirements. In the average business, 
45 per cent of the records are dead 
and should be destroyed; 30 per 
cent are inactive and should be 
transferred out of the office, and 25 
per cent are active and should be 
kept on hand. By transferring that 
inactive 30 per cent out of the of- 
fice, a business gains many advan- 
tages. 
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. . . by transferring inactive records to low-cost storage centers. 


Consider the convenience factor. 
In the warehouse, every company 
has its own file area, and, in some 
cases, its own room. In a matter of 
minutes, any document or file is 
available for inspection or with- 
drawal by mail, phone, or messen- 
ger. Furthermore, a company can 
expand or contract its storage space 
to suit its needs. 

The economy feature cannot be 
overemphasized. In the average 
company, paperwork represents one 
of the largest single maintenance 


costs. As shown by the rental figures 
in effect today, paying for dead or 
inactive files is an extravagance that 
few businesses can afford. Savings 
in square footage have resulted, for 
some companies, in as much as 25 
per cent reduction in rental costs. 

A pump company which destroyed 
57 per cent of all its records and 
transferred another 21 per cent to 
low cost storage found that it had 
released one entire room for other 
use. A chemical company came up 
with the following score: 


March: 


April: 
May: 


June: 
July: 
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Office floors — maintenance, coverings, 
and construction 


Office lighting—fixtures and installation 


Significant design principles used in 1960 
“Office of the Year” winners 


Office walls, partitions, and movable walls 
Reception areas 
Office layout principles and planning 


August: 

September: General office areas 
October: Conference rooms 
November: Executive offices 
December: Office service areas 
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Total volume of 
records ..... . 4,684 cu. ft. 

Space saved fn office 911 sq. ft. 

Reduction in storage 
eee 45 per cent 

This added up to an actual 
equipment saving of $26,000. 

There is also the question of se- 
curity, which is answered com- 
pletely by an out-of-office storage 
program. Warehouses are fireprool 
and are guarded 24 hours a day. 
Confidential papers are properly 
protected. A messenger seeking ac- 
cess to a file must be fully accredited 
and cannot be cleared until he has 
produced satisfactory identification. 

One organization that has set up 
a successful record storage program 
is the IBM World Trade Cor- 
poration. They began their program 
early in 1959 to save valuable space 
in their New York headquarters 
building, 821 United Nations Plaza. 

In organizing the operation, each 
department head was asked to make 
out his own retention schedule. This 
schedule was cleared by the legal 
department and also by the execu- 
tive in charge of the particular 
function, the controller, for ex- 
ample, or the vice president in 
charge of sales. 

The time schedule for destruc- 
tion of IBM World Trade Corpo- 
ration records is recorded on 
punched cards so that dead records 
are destroyed automatically, accord- 
ing to the schedule indicated. Be- 
fore records are destroyed by the 
warehouse record incineration serv- 
ice, however, they are re-submitted 
to the executive in charge for re- 
view as a final check. 


The IBM World Trade Corpora- 
tion maintains its own employee at 
the record storage warehouse. He 
has on hand a complete visible 
index card that gives him immediate 
access to the files. 


For such an organization, with 
its rapidly expanding operations 
and high volume of paperwork, the 
out-of-office record storage program 
has been, and will undoubtedly 
continue to be, of great value. Busi- 
nesses of varying type, size, and 
complexity are also finding, in this 
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Count-down for space << Sih ‘eee 


method, an excellent solution to 
their own space problem. 


6 Which records are needed in 
the office . 

can be dis. 
carded ... 

1 Which records can be stored 
outside, yet within easy reach 
for immediate reference and 


Here, then, is your count-down use. 
for space conquest in the office: 3 Estimate your actual floor 
10 Recognize your space prob- space cost of retaining those 
lem. records that can be stored. 
9 Evaluate your office facilities. 2 Compare this cost with the 
8 Analyze your record retention cost of storage in a_ record 
requirements. warehouse. 
7 Decide which records are ac- 1 Consider the savings in money, 
tive and needed . . . time, and space. 


TWO NEW AUTOMATIC 
COLLATORS BY THOMAS 
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New 50-Station Collator 


Offers more features at a lower price than any| 
other high volume collator on the market.’ 


@ Accurately collates, counts and staggers 25,000 
sheets per hour...stitches at a slightly lower rate 


@ Exclusive push button programmer permits dit | 
ferent collating jobs to be run at the same time } 


@ Occupies only 172 square feet of floor space | 

@ Loads in less than 7 minutes...no vacuum sys- 
tems or fans to adjust, no need to compensate] 
for weights or finishes of stock 


@ Handles sheet sizes from 7” x 8” to 11” x 14” in 
almost every weight and finish 


@ Foolproof miss and double detector stops ” 


chine instantly, preventing errors in finished 7 


a product of Thomas Collator Industries, Inc. 
a subsidiary of Thomas Collators Inc. 
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Offices with personality of phone booths endanger morale, asserts Dallek 


BUSINESS firms must combat the 
trend toward total design uniform- 
ity within their own offices, asserts 
Godfrey Dallek, office designer and 
president of Dallek Design Asso- 
ciates, if they want to stimulate in- 
dividual talents of their employees. 

“It has gotten so that the private 
ofhces in many firms have about as 
much personality as a line of tele- 
phone booths,” he said, “and this 


cannot help but have a depressing 
effect on the occupants.” 
Standardization of all segments 
of office space, he reported, results 
from the drive to use every foot of 
floor space to the utmost advantage 
in these days of increasingly high 
rental costs. “No one can argue with 
that objective,” conceded Mr. Dal- 
lek, “but efficient use of office space 
need not be inconsistent with the 


@ Automatically collates, counts, crisscrosses or 
staples 6000 sheets per hour, regardless of the 


number of sheets per set 


@ All 12 stations can be loaded in a minute. No ad- 
justments necessary for weight or finish of stock 
@ Each station will handle approximately % ream 
of 3” x 5” to 11” x 14” stock in most weights and 


finishes 


@ Any station can be eliminated simply, easily... Le 


at the flick of a lever 


é 
@ Automatic miss and double detectors stop machine Bi 


instantly... provide positive accuracy 


@ Takes only 2% square feet of floor space... only 


44” high 


For complete information on the many ways you 
can speed up your collating operation and substan- 
tially reduce costs with either of these two new 


collators, write today to Dept. E 34. 


Thomas Collators Inc. 


World’s Leading Manufacturer of Collating Equipment 
100 Church Street, New York 7, N. Y. 


New 12-Station Collator 


Provides fully automatic collating without the 
penalty of high price or space waste. 


(Circle No. 49 on Reader Inquiry Card) 
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achievement of office individuality.” 

Business firms project an overall 
company personality through the 
design of their office facilities, ac- 
cording to Mr. Dallek, and a firm 
with lively and tasteful office design 
will have a definite edge over a 
competitor with dull, tasteless quar- 
ters. “Obviously, if you walk into 
an office and find everyone wearing 
green eyeshades behind- rolltop 
desks you'll get the impression the 
firm is not unusually progressive, 
even though your impression may 
be incorrect. That’s an extreme ex- 
ample, of course, but the same idea 
applies to the total design concept 
a firm projects through its offices.” 

The office design executive said 
that the six million square feet of 
office space to be completed in Man- 
hattan by 1961 will offer the new 
tenants a prime Opportunity to re- 
verse the trend toward uniformity, 
firms continue to 
take a mass production approach to 


“If business 


the offices of their creative and man- 
agerial talent, they may often an- 
ticipate mass production results 
from this talent,” said Mr. Dallek. 

The use of special design effects, 
especially color, he believes, can do 
much to overcome office drabness 
and uniformity. He cited these tech- 
niques for creating flexible design: 
the use of different, but harmoniz- 
ing, combinations of wall colors; 
window or wall drapes of different 
colors and patterns; different posi- 
tioning of desks, chairs, and files; 
special arrangements of tables and 
bookshelves; placement of pictures 
on the walls. 

Mr. Dallek also predicts that the 
trend toward smaller offices for top 
executives will start to reverse itself 
in 1961. “There will be no return 
to the gymnasium-size offices of the 
past, but with the development of 
multi-purpose design of some office 
areas, the executive can now take 
a little more room for himself with- 
out feeling that he is wasting it or 
robbing other functions in his firm 
of badly needed space.” 
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NEW SYSTEMS AND EQUIPMENT 


A Photocopier 


N-I 


Modern in design and flexible in operation, the Photostat 10.14 photo- 
copier provides enlarged or reduced-size photocopies {rom every type or 
color of subject up to 20 x 28 inches in size. The 10.14 will also make 
copies from microfilm in roll or aperture as well as copies from paper 
originals. Photostat Corp., 1001 Jefferson Rd., Rochester, N. Y. 
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A Tacking gun N-3 


A circular steel, three-prong re- 
usable tack is automatically dis- 
pensed when pressure is applied on 
a surface by the tacking gun. Tacks 
may also be removed by the gun. 
Reliance Pen & Pencil Corp., Mt. 
Vernon, N. Y. 


A Desk pedestal N-4 


A pedestal from the new 31-piece 
“Linear” modular furniture collec- 
tion has stationery compartments 
and handy storage space for a 
transcribing machine. Legs are Dan- 
ish brushed silver; the top is oiled 
walnut. Myrtle Desk Co., High 
Point, N. C. 


A Paper cutter N-2 
A “Micromove” back guide ad- 
justment and a 14-inch graduated 
slide guide are designed for accu- 
rate cutting on the Model 15 table- 
top paper cutter. Cutting boards are 
surfaced in gray formica, other sur- 
laces are finished in gray enamel; 
operating parts are nickel plated. 
Model 15 has a cutting width of 
141% inches with a cutting capacity 
of 300 sheets of paper. Model 11 
has a cutting width of 111% inches 
and also a cutting capacity of 300 
sheets. Douglas Homs Co,, 1314 
Rollins Rd., Burlingame, Calif. 


A File cabinets N-5 

Executive file cabinets in natural 
walnut can be stacked, mounted on 
black plastic base, or on legs. Part 
of the Group Nine executive fur- 
niture collection, the cabinet is 
available in two, four, or six-drawer 
units, all of which have completely 
finished backs. Jens Risom Designs 
Inc., 49 E. 53rd St., New York 22. 
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A Mobile file N-9 


This mobile file has 30 compart- 
ments designed to store self-contact- 
ing and jack-type wires used in 
data processing. The steel unit is 
12 inches deep, 30 inches long and 
361% inches high. Edward Ochman 
Systems, Box 141, Fairfield, Conn. 
Individual drawers can be labeled 
according to the specific wire it con- 
tains. The file’s mobility allows 
technicians to keep wire supplies at 
arm’s length to help prevent a loss 
of time in retrieving wires from 
remote locations. 
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4¢ Copier N-6 


The Junior Ozamatic  white- 
printer, a table-top copier with a 
13-inch throat, can make prints 
from photographic film positives, 
produce transparencies for overhead 
projection, and process double-coat- 
ed sensitized materials. A stream- 
lined cooling system is said to keep 
cylinder temperatures at 50° F. over 
room temperatures thus enabling 
operators to expose diazo sensitized 
materials from any master without 
fear of melting, or sticking. Ozalid 
Div., General Aniline and Film 
Corp., Johnson City, New York. 


4q Laminator N-7 


‘Temperature, pressure, and time 
are accurately controlled by the 
Marco automatic laminating press. 
Designed for commercial applica- 
tions, the press will laminate, in 
plastic, any document up to 11 x 14 
inches in’ size. Harco Industries, 
Inc., 24 Curtice St., Roches- 
ter, N.Y. 


A Acoustical cabinet 


Forms being processed on the Friden Computy per, above, are fed through 
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A Oxygen kit N-8 


So xOMLeEaYW 


Q2 


Portable oxygen kits that are pre- 
cision engineered and guaranteed 
against any mechanical detects fon 
one full year are available in two 
models: Metrox “56” weighs 5 Ibs., 
10 ovs., with a capacity of 56 liters 
ol oxygen; Metrox “305” weighs 
10 Ibs., 13 ozs., and has a cylinder 
capacity of 305 liters. A.I.R. Corp., 
Oakland International Airport, 
Oakland, Calif. 


N-10 


slots at the rear of the Model 860 Lefka, noise control cabinet. Access door 
at the rear is piano-hinged to provide ready access to machine areas. Cabi- 
net surface is made of Textolite; standard colors are gray, tan, and green. 
Woodgrain and pattern surfaces are also available. The Lefka noise con- 


trol cabinet is said to produce a 50°; minimum reduction of machine 


noises. Lee F. Kollie Associates, Inc., 236 North Clark St., Chicago 1. 
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NEW SYSTEMS AND EQUIPMENT 


4 Towel dispenser N-11 

The polished aluminum Bay 
West towel dispenser cabinet re- 
quires a minimum of maintenance 
to protect its appearance. Cabinets 
are leased free to users of Mosinee 
Turn-Towels. Bay West Paper Co., 
1100 W. Mason St., Green Bay, 
Wisc. 


A Paper jogger N-12 
Checks can be aligned simultane- 
ously for processing with the TP J-01 
four-bin Check Jogger. Operating 
from electromagnetic drive, the jog- 
ger aligns checks using 3,600 vibra- 
tions per minute. Syntron Co., 1354 
Lexington Ave., Homer City, Pa. 


A Water fountain N-13 

This semi-recessed, stainless steel 
water fountain can be converted 
into a water cooler alter installa- 
tion (without disturbing existing 
plumbing) by inserting a compact 
cooling unit’ inside the fountain. 
Sunroc, Glen Riddle, Pa. 


Secretaries never die... 


They just stay young indefinitely*—that is, if they use 
Kee Lox Grip-N-Pull carbon paper. Ask any girl who is 
already using it (and note how fresh and vivacious she 
looks—even at quitting time). She’ll tell you what nice 
copies she gets, how clean they are. And she’ll be equally 
enthusiastic over Grip-N-Pull’s other features-—-automat- 
ic warning of last typing lines, automatic rotation, 
automatic alignment. 

You too can stay young indefinitely* by letting Grip-N- 
Pull carbon paper make your work easier and pleasanter. 
And your boss will be interested in knowing that Grip-N- 
Pull, with all its advantages and long wear, still costs no 
more than regular carbon paper which does not have the 
exclusive patented features of Grip-N-Pull. 


*T he only exaggeration (one we hope will cause a smile) in this message. 


All carbons are removed quickly in one 
clean operation, using uncoated edge. 
\ Clean hands, clean work, clean desk. 


Lower right of uncoated edge is die cut 
to tell how much space is left at bottom 
of sheet. 


FREE samples when requested on com- 
pany letterhead. 


ANUFACT Ni " 
“Over Sixty Years of Good Impressions” KEE ox. M U CTURING CO 


DEPT. OM-21, ROCHESTER 1. N. Y. 
CARBON PAPERS AND INKED RIBBONS 


Sold through KEE-LOX branches and selected independent stationers 


(Circle No. 27 on Reader Inquiry Card) 
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NowlA Jow-cost way to 


automate job costing - 


Keysort Data Processing 


For strict job costing controls at every stage of operation 
— for up- to- the-minute manageme nt reports in such 
areas as inventory, order and sales analysis, labor cost- 
ing —Keysort is the data processing sy stem to use. 

The reasons are many. No re strictive procedures; 
minimum training; remarkable economy; simplicity of 
installation and operation. 

Flexibility and economy 

Keysort, in fact, is the only automated data processing 
system flexible enough to fit your business as it stands 
and as it grows. It is the one system adaptable and af- 
fordable to companies of every size. With Keysort you 
use punched cards —me chanically created for fast, easy 
sorting. Figures are automatically tabulated and results 
summarized direct to reports without transcribing. 


Result: Keysort automates your data processing to 
give you the meaningful on-time information you need 
for complete control of your business and profits. 
Monthly, weekly, daily. And at truly low cost. 


Documented case histories 

Your nearby Royal McBee Data Processing Systems 
Representativ e has had a wealth of experience in solv- 
ing management control problems. Working with you, 
with your systems and procedures experts, he can offer 
helpful advice about a low-cost Keysort system tailored 
to your individual requirements. Call him, or write us 
at Port Chester, N. Y. — indicating the applications in 
which you are interested—and we will be happy to send 
you actual case histories from our files. 


ROYAL MCBEE corporation 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 


(Circle No. 45 on Reader Inquiry Card) 
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_ WEDONT — 
EXTRUDE PENS 
LUKE 

SPAGHETTI... 


Because only a 


MOLDED 
BARREL 


Can give you a 
‘Finger-fit’Grip! 
—7 


ENGINEERED FOR BETTER WRITING, ihe 
new Eagle Sticxpen lets you write 
longer... more comfortably . . . without 
finger fatigue. Extruded competitive bar- 
rels are one shape from end to end, but 
Eagle’s molded barrel is beautifully 
sculptured at the finger grip to a scien- 
tific shape that fits your hand. Made of 
high-impact, odorless Forticel, it will 
never shatter, crack, warp, craze, or 
change color. Your new Eagle StickPeN 
will stand more abuse, and it looks more 
expensive than ordinary office pens! 


A MOLDED, “FINGER-FIT” GRIP, 


Plus All These Extra 
Quality Features! 


@ SILVERED TIP FOR “CUSHIONED” 
WRITING 


PRECISION TURNED BALL SOCKET 
STAINLESS STEEL BALL 


SOLID BRASS (Not Plastic) 
CARTRIDGE 

FILLED WITH THE FINEST INK 
EACH PEN INDIVIDUALLY 
TEST-WRITTEN 
BY HAND 


3 
6 
r 
my 
4 
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MEDIUM POINT 
Fed. Tax. Incl. 


GUARANTEED BY EAGLE RESEARCH 


EAGLE PENCIL COMPANY 


Headquarters: Danbury, Connecticut 


NEW YORK + LONDON « TORONTO + MEXICO + SYDNEY + BOGOTA 


(Circle No. 14 on Reader Inquiry Card) 
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NEW SYSTEMS AND EQUIPMENT 


4q Control panel N-14 
The CC panell.OGIC panel, 
for use with various IBM machines, 
eliminates the need for inserting 
individual terminals by incorporat- 
ing a permanent terminal post in 
every hub, ready tor wiring. Panels 
can be used for different machines 
by switching templates, and are 
available in single, double, or triple 
sizes. Clarkson Press Inc., 189 Van 
Rensselaer St., Buffalo 10, N. Y. 


q Camera N-15 

The MK-1A Meteorite vertical 
camera is a newly designed version 
of the company’s Meteorite camera. 
Although the top, legs, and lamp 
housings have been re-styled, and 
the overall height of the camera 
lowered one inch, the same enlarge- 
ment and reduction ration and film 
capacity has been maintained. The 
MK-1A is painted with scuff and 
acid resistant) paint in attractive 
two-tone gray. Robertson Photo- 
Mechanix, Inc., 7440 W. Lawrence 
Ave., Chicago 31. 


q Dryer N-16 

Photocopies and other material 
in cut sheet form can be dried at 
speeds up to 16 feet per minute 
using gas or electricity as a_ heat 
source. Available in 42- or 54-ineh 
paper widths, the Paragon Jumbo 
dryer uses a 24-inch-diameter heavy 
steel drum thermostatically —con- 
trolled for uniform heat. Paragon- 
Revolute Div., Charles Bruning Co.., 
Inc., Rochester, N. Y. 


q Paper shredder N-17 

The Destroyit paper-shredder de- 
stroys up to 8 sheets of bond paper 
simultaneously with the push of a 
button. Machine comes with mov- 
able cabinet and removable waste 
basket. Paper clips and fasteners are 
not harmful to the cutting mech- 
anism. Michael Lith Sales Corp., 
145 W. 45th St., New York 36. 
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» Label dispenser N-18 

Phe “able-stick,” two-way dis- 
penser strips the backing sheet from 
pressure-sensitive labels and feeds 
them as fast as the user wants them: 
As soon as a label is taken from the 
dispenser, a positive-working photo- 
electric eye dispenses another for 
application. Labels up to 614 inches 
wide by any length can be accom- 
modated by the dispenser. Allen 
Hollander Co., Inc., 385 Gerard 
Ave., New York 51. 


>» Tape machine N-19 

Tape widths up to three inches 
can be accommodated on the Her- 
cules 95 gummed tape sealing ma- 
chine. Tape lengths are adjustable 
by means of a scale on the side of 
the ejection handle. Seal-O-Matic 
Dispenser Corp., 169 Murray St., 
Newark 5, N. J. 


> Developer N-20 

The Blue-Ray diazo developer 
will develop prints up to 42 inches 
in width, of any length, at speeds 
from 4 to 72 inches per minute. 
Designed for use with the Blu-Ray 
whiteprinter, the developer is 
charged by tipping a 16-ounce plas- 
tic bottle of ammonia. Reproduc- 
tion Engineering Corp., 613 Plains 
Rd., Essex, Conn. 


> Copying control N-21 

A feature of the newly improved 
‘Thermo-Fax copying machine is the 
“Copyurol” dial. The proper setting 
is automatically assured by keeping 
a paper guide opposite a red ball 
that moves as the machine is used. 
Minnesota Mining and Manutactur- 
ing Co., 900 Bush Ave., St. Paul 6, 
Minn. 


> Plate-maker N-22 
A new Vacuum frame printer and 
developer makes an offset plate in 
approximately one minute at a cost 
of 39 cents. The two-piece unit 
can also be used for regular photo- 
copy work. Copy-Craft, Inc., 105 
Chambers St., New York 7. 


FEBRUARY 1961 


Pree ew ew we ee ewe 


included in 


FREE SCIENTIFIC 
WRITING TEST KIT! 


Purchasing agents who've used this 
kit acclaim it “The most practical 
measure of ball pen performance ever 
devised!” 


Get the actual handwriting test that 
every Eagle StickPeNn must pass after 
it has successfully passed 10 other 
rigid ‘Quality Control” tests! Specially 
devised by Eagle laboratory techni- 
Cians, this scientific writing test 
shows up even the slightest imperfec- 
tion of any ball pen .. . under actual 
writing conditions! No buying execu- 
tive responsible for supplying his per- 
sonnel with good office pens can 
afford to be without this instructive 
test -kit! 


GET YOUR SCIENTIFIC 
WRITING TEST KIT... 
NOW eee FREE! Compare in 


your own hand, the Free Eagle Stick- 
PEN against any other ball pen—using 
your own individual writing method 
and style! 


FILL OUT AND MAIL THIS COUPON! 


EAGLE PENCIL COMPANY, DANBURY, CONN. 


Without obligation, please send me the 
new Eagle STICKPEN included in the FREE 
WRITING TEST KIT that shows up even the 
slightest imperfections of any bali pen, 
under actual writing conditions! 


Name. 


Co —— 


Company_ 


Address_ r _ 


City. — ___Zone_ 
State 
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(Circle No. 14 on Reader Inquiry Card) 
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i ‘TOOLS | ‘OF THE ‘OFFICE, 


DICTATING AND TRANSCRIBING MACHINES 


By JOHN M. SINE 


“BRAD DOUGLAS considered the 
dispatch momentarily, pressed a red 
button among the many buttons 
clustered at the side of his chair, 
and then began dictating. His an- 
swer to the correspondence was 
monotonous, aimless, accompanied 
by a small green light that shone 
like a star from the control center 
above his cubicle. Concluding the 
letter, he pronounced the company’s 
identifying code, his personal num- 
ber, and returned to the stack of 
dispatches on his stand. The green 
light turned white, then red. It 
flashed briefly before fading out. 
The flashing red light indicated that 
his letter had been sent to the 
proper address and that a duplicate 
was being processed at Computer 
Central—that it was being added to 
the letters previously dictated, and 
that all his correspondence would 
be totaled at the end of the five- 
hour shift to determine his effi- 
ciency equation.” 

This swatch from science fiction 
of the “Office-1983” is interesting 
if only to examine dictating com- 
munications in a moon-like future: 
The dictator speaks “aimlessly” to 
a small room, not into a micro- 
phone, and the message is tran- 
scribed automatically and dis- 
patched to the recipient. The rela- 
tionship between the science fiction 
fantasy and our present dictating 
methods seems improbable, even 
far-fetched. The refined user of 
dictating equipment who is also 
aware of what transpires in the com- 


munications laboratories will prob-: 


ably sense a correlation between the 
fiction and the most advanced con- 
cepts of today’s dictating needs. The 
majority of executives, however, 
cannot use dictating machines or 
simply do not use them, and _per- 
haps that is why the cost of a letter 
rises every year. This year it will 
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approximate the fare for 39 nickel 
rides on the Staten Island Ferry. 

The dictating machine market is 
not an incomprehensible maze ol 
foreboding electronic machines over 
which an ordinary person (with 
basic information) cannot discrim- 
inate. As seen from the following 
list of manufacturers, there are 
many shapes and sizes of machines 
from which to choose; to set upon 
them without some prompting 
could end in an unsuccessful at- 
tempt to catalog the functions (not 
to mention value) of the 60 or 70 
machines available. The following 
characteristics, if properly under- 
stood, can quicken the evaluation 
of the many products and reduce 
the time needed to make a choice 
of equipment. 

For instance, the magnetic 
voice induction principle has 
characteristics basic to all magnetic 
dictating media, be it tape, disc, 
or belt: They are re-usable and 
have a long recording lile, to point 
out one general characteristic. Be- 
cause a magnetic medium is easily 
erased (generally by recording ove 
the unwanted portion) manufac- 
turers speak of “error-free’’ dictation 
and place less stress on indexing 
the error as a warning to the sten- 
ographer. The dictator merely back- 
spaces and records over the error 
and continues his correspondence. 
Indexing is still important, how- 


The “Satellite” remotely located desk 
unit controls a Soundscriber machine. 


ever, and magnetic media machines 
are generally equipped with devices 
lor it. While a magnetic tape can 
contain a volume of correspond- 
ence, a belt or disc has a limited 
capacity and can be handled as a 
more compact unit. 

Che plastic media, generally belts 
or discs made of vinyl plastic, make 
a permanent recording, with tew 
exceptions: The embossed plastic is 
not re-usable. It is inexpensive, 
however, and may be disposed ol 
when desired. 

Operating controls vary from 
machine to machine. Most office 
dictating machines divide operating 
controls between the machine body 
and the microphone. Primary op- 
erations such as off/on, volume con- 
trol, unlimited review, and rewind, 
are generally found on the machine 
body. Dictating functions such as 
start (or dictate) , stop, and review 
(or playback), have become stand- 
ard features on most dictating 
inicrophones. 

Dictation playback is another 
feature ol the flexible microphone. 
The microphone-speaker offers pri 
vacy, and the fidelity is often higher 
than expected. 

The suggested list prices are given 
lor general classification purposes 
only. They do not include Federal 
Excise Tax (unless so stated) o1 
city or state taxes. Prices can change 
with the quantity of machines or- 
dered, maintenance contracted, or 
accessories ordered. Although the 
prices given are the latest obtain- 
able, they are subject to change 
without notice. Carrying cases and 
automobile inverters are generally 
considered optional equipment and 
purchased at additional cost. 

The following list does not in- 
clude all of the accessories or related 
products made by a manufacturer. 
For instance, it does not list the 
features of central recording sys- 
tems although it makes note of their 
availability. 
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Geloso Electronics, 


American 
Inc., 251 Park Ave. South, New 
York 10. Company markets combi- 


nation dictating/transcribing  ma- 
chines using the magnetic tape re- 
cording medium. T-1 

Stenotape G-256/60: A combina- 
tion dictating / transcribing machine 
having a two-hour recording capa- 
city, and weighing 614 pounds. 
Push button controls are located 
on the machine; playback is through 
machine loudspeaker. ‘Transcribing 
accessories are of the standard type. 
Suggested retail price, including 
Federal Excise Tax and a one year 
parts and service guarantee: $179.95. 

Stenotape 3/10: A combination 
dictating/transcribing machine us- 
ing magnetic tape medium with a 
recording capacity of 10 hours. Unit 
weighs 1314 pounds, has standard 
operating components for transcrib- 
ing. Dictation may be controlled 
from microphone /speaker. Machine 
may be operated from an auto re- 
ceptacle with the aid of an inverter. 
Suggested retail price, $249.95. 

American Dictating Machine Co., 
Inc., 51 West 45th St., New York 
36. Firm manutactures a combina- 
tion dictating /transcribing machine 
that uses a pre-grooved reusable 
magnetic disc with a 10-minute re- 
cording capacity, and a companion 
transcribing machine. T-2 

TN-5 Rex Recorder: A combina- 
tion dictating /transcribing machine 
that incorporates the roll tape “tear- 
oft” indexing system. Dictating may 
be controlled from the microphone / 
speaker; primary controls are on the 
machine. Suggested retail price for 
the recorder, $295; additional 
transcribing accessories, $35. Sug- 
gested retail price for the transcrip- 
tion-only machine, $245. 

Cole Steel Office Machines, Inc., 
415 Madison Ave., New York. Cole 
Dictator: A combination dictating / 
transcribing machine using the mag- 
netic tape recording medium with 
a two-hour capacity, The unit 
weighs 11 pounds, 4 ounces, has 
machine loudspeaker playback, dic- 
tation controls on microphone and 
main controls on the machine. 
Suggested list price for dictating 
machine, $220; transcribing, 
$292.49. T-3 

Comptometer Corp., 5600 W. 
Jarvis Ave., Chicago 48. Firm has 
three basic models, all of which use 
a magnetic belt recording medium. 
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Comptometer “Companion” transcriber. 


The belt holds 11 minutes of dic- 
tation and is reusable. T-4 

Commander: Machine is avail- 
able in dictating unit and a combi- 
nation dictating /transcribing unit, 
both of which are portable, weigh- 
ing approximately 15 pounds. Dic- 
tation can be controlled from the 
microphone; playback can be 
through the microphone or through 
the machine’s built-in speaker. 
Transcribing accessories are of the 
standard type. Suggested list price 
lor the dictating machine, $319; fon 
the combination unit, $344.50. 

Companion: A transcribing ma- 
chine styled in a manner similar to 
the Commander having unlimited 
review, speed control and a variety 
of accessories. Retail price, 5299. 

Comptometer Model D 10: A 
portable machine of the upright 
type weighing 12 pounds and using 
the Comptometer reusable Erase- 
O-Matic magnetic recording belt. 
Indexing is accomplished through 
a log pad. Dictation can be con- 
trolled trom the microphone /loud- 
speaker. Suggested retail price for 
the dictating unit, $179.50; combi- 
nation dictating and transcribing 
model, $199.50. 

Coronet: A portable, battery-oper- 
ated dictating, or dictating /tran- 
scribing, unit weighing 414 pounds 
and having the size and shape of 
a book. Batteries have a life of 250 
magnetic belts or more; operating 
controls for transcribing are of the 
standard type. Dictation can be con- 
trolled through the microphone / 
speaker which also has a volume 
control. Suggested retail price for 
dictating unit, $299; lor combina- 
tion machine, $357. 

Dictaphone Corp., 730 Third 
Ave., New York 17. Dictating units, 
transcribers, and individual combi- 
nation units for both dictating and 
transcribing are available in the 
company’s ‘Time-Master line of ma- 


For further information, use Reader's Inquiry Card 


Telefunken 600 uses a magnetic disc. 


chines using plastic belts as a record- 
ing medium. Magnetic tape is used 
on the portable Dictet machine. T-5 

Time-Master: A plastic belt me- 
dium of 15-minute or 30-minute 
dictating capacity can be used once 
only. The portable machine weighs 
1014 pounds and can be operated 
from an auto receptacle. Dictation 
can be controlled from microphone / 
loudspeaker. Other features are 
standard with the exception of tone 
and speed controls on the secre- 
tarial unit. Log is indexed by 
punching a paper slip. Suggested 
retail price, $385. 

Time-Master battery-operated 
units: Available in dictating, tran- 
scribing, or combination machines 
using the plastic belt medium. The 
battery gives six hours of recording 
time and is rechargeable; may also 
be operated on A.C. current. Weight 
of the machine is 10 pounds. Dicta- 
tion can be controlled from micro- 
phone /loudspeaker. Suggested retail 
price, $415. 

Dictet Recorder: Uses magnetic 
tape in magazine or reel that gives 
one hour of dictating time. The 
battery-operated, portable machine 
can be purchased in dictating, tran- 
scribing, or combination models. 
Normal life of the battery is 20 
hours. Dictating controls are on 
microphone /speaker and on the 
machine. Weight of the unit is 
2 Ibs., 10 oz. Retail price, $294. 

Telecord System: The dictator 
uses a telephone handset at a re- 
mote location to record on a Time- 
Master recording machine. Controls 
allow playback and correction indi- 
cations, by the dictator. The system 
can also be used where internal 
dialing facilities exist. 
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The GBC Stenomaster Mark XII. 


72 


DeJur-Amsco Corp., 45-01 North- 
ern Boulevard, Long Island City, 
N. ¥Y. Company has a line of dic- 
tating, transcribing, and combina- 
tion dictating/transcribing —ma- 
chines using magnetic media. T-6 

Stenorette-TD: A combination 
unit for both dictating and tran- 
scribing that uses magnetic tape to 
record 45 minutes of dictation. Op- 
erating controls are standard on the 
machine with the exception of a 
built-in telephone recording device 
activated by a push-button. Record- 
ing indicator scale is calibrated in 
minutes; erasure and correction is 
made on the tape itself. 

The machine weighs 12 Ibs., and 
may be operated from an auto re- 
ceptacle with the aid of an inverter. 
Suggested retail price, $219.50. 

Stenorette Companion: A transis- 
torized, battery-powered portable 
dictating machine that weighs six 
pounds and uses the same tape and 
reels as the Stenorette-1D office 
combination machine. Battery is re- 
chargeable. The manufacturer also 
notes that a pen-size battery pack 
will soon be available. Machine can 
also be operated from an automo- 
bile receptacle. Start and stop con- 
trols are on the microphone, and 
other controls, including rewind, 
are on the machine. There is also 
a built-in battery indicator. Sug- 
gested retail price, $199.50. 

Stenomatic: A dictating machine 
using an envelope-size magnetic 
sheet recording medium. The ma- 
chine has been briefly withdrawn 
from the market. Manufacturer ex- 
pects sale of the Stenomatic to con- 
tinue in mid-1961. 


GBC America Corp., 89 Franklin 
St., New York 13. Company markets 
a line of combination dictating / 
transcribing machines using — the 
magnetic tape recording me- 
dium. T-7 

Stenomaster Mark XII: A combi- 
nation dictating/transcribing unit 
that can record up to three hours 
of dictation. Clock-type index 
counter is used with log pad for 
indexing. The following eight op- 
erations can be controlled from the 
microphone: start, stop, dictate, 
listen, back-space, fast forward, au- 
tomatic review, automatic erase. 
Loudspeaker is in the machine. The 
unit weighs approximately 10 
pounds and is available with stand- 


ard transcribing accessories: may 
also be operated from automobile 
inverter. Suggested retail _ price, 
$179.50. The Stenomaster Compan. 
ion dictating/transcribing machine 
with push-button controls on the 
machine body has a suggested list 
price of $159.50. 

Transi-Voice: A portable dictat. 
ing machine using a magnetic tape 
recording medium with a 114-houw 
dictating capacity. The machine 
weighs approximately four pounds, 
and can operate up to 100 hours 
on tour standard 41% volt batteries. 
Controls are on the machine; index- 
ing is by numbers on the recording 
reel. Suggested retail price with 
carrying case, $159.95. 

Geiss-America, 6424 N. Western 
Ave., Chicago 45. Company offers 
the Minifon line of portable dic- 
tating /transcribing machines; one 
uses the magnetic tape recording 
medium, another uses  Minifon- 
wire. T-8 

Minifon Attache: This unit is a 
portable, battery or A.C. operated 
dictating machine using magazine- 
loaded magnetic tape of 30- or 60- 
minute dictating capacity. The 
pocket size instrument weighs two 
pounds, is | push-button operated, 
and also serves as a_ transcribing 
machine by changing accessories. 
Dictation is indexed through a digi- 
tal roller counter; battery meter is 
built-in. Retail price for dictating 
machine, $249.50; transcribing kit 
is an additional $40.25. Transcrib- 
ing version, 
S240. 

Minilon P55: A wire medium dic- 
tating /transcribing machine of a 
size and shape similar to the At 
tache. Unit operates from battery 
on 110 A.C. (with transformer- 
rectifier). Model “L” has a four- 
hour recording capacity; Model 
“S” will hold two hours of continu- 
ous dictation. The wire medium can 
be reused. Accessories for both dic- 
tating and transcribing are many. 
Suggested retail price for Model 
“L,” $269.50; for Model  ‘‘S,” 
$249.50. 

Gray Mfg. Co., 16 Arbor St., 
Hartford 1, Conn. Recording me- 
dium for the company’s line of 
dictating, transcribing, combination, 
and network machines is an em- 
bossed plastic disc that may be 
reused 50 times. T-9 

Key-Noter Executive: Unit 


less microphone, 
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weighs 5 Ibs., 10 0z., and is said to 
be “the smallest and lightest disc 
dictation instrument made.” Units 
are available with or without index; 
operating controls are on the ma- 
chine; playback is through micro- 
phone. The battery-operated model 
is completely portable and can op- 
erate directly from a_ 12-volt cig- 
arette lighter outlet without a 
converter. The battery is said to 
last a life time. All units in the 
Kevnoter line are transistorized and 
have a maximum dictating capacity 
of 20 minutes. 

Key-Noter Secretarial: The tran- 
scribing mate to Key-Noter dictat- 
ing machines having standard oper- 
ating controls plus adjustable play- 
back speed and Lumindex, an 
illuminated index slip that lights 
up correction and instruction indi- 
cations. A variety of accessories are 
available. 

Key-Man Phonaudograph: A com- 
bination dictating transcribing ma- 
chine for the one- or two-man 
executive office operated from a 
telephone handset. Dictating func- 
tions may all be controlled from the 
handset including automatic index- 
ing. Plastic disc medium will hold 
60 minutes dictation. Transcribing 
controls are standard on the 12- 
pound unit, and include adjustable 
playback speed. 

The Gray) Phonaudograph _ re- 
mote control central recording sys- 
tems contain built-in facilities fon 
connection to PBX and PAX phone 
systems. Network systems use the 
60-minute recording disc and in- 
corporate features such as automatic 
playback, total privacy and lockout. 
Suggested retail prices withheld by 
manufacturer’s request. 

Inter-Continental Trading Corp., 
90 West St., New York 6. Firm is 
the U. S. distributor for the Tele- 
funken 600 dictating / transcribing 
machine. Operating with a reusable 
magnetic-coated, single-sided record- 
ing disc, the Telefunken 600 gives 
10 minutes dictation time. The unit 
weighs less than six pounds and is 
powered by a DEAG-nickel  cad- 
mium accumulator, 6 volt, 1.3 am- 
pere-hour battery, that gives a 
minimum of 10 hours operation 
when fully charged. The battery is 
said to last a life-time and is re- 
vitalized with a battery charger op- 
erating on household current. A 
special attachment allows the ma- 


FEBRUARY 1961 


chine to be operated by 6-volt or 
12-volt_ automobile electric systems. 
Dictation can be controlled trom 
the microphone /speaker; trans¢ rib- 
ing accessories include typewriter 
control at additional cost. The unit 
can also record telephone conversa- 
tions. Suggested retail price, for 
dictating or transcribing unit, 
$225. T-10 

International Business Machines 
Corp., Electr Typewriter Div., 
545 Madison Ave., New York 22. 
A recent entry into the dictating 
machine industry, IBM now ofters 
the Executary in a dictating, tran- 
scribing, and combination dictating 
and transcribing unit. A magnetic 
belt holding 14 minutes dictation 
and reusable hundreds of times, is 
the dictating medium. T-11 

Executary Executive: Dictation is 
controlled from the microphone / 
speaker; unlimited review is in 
measured sequences. Unwanted dic- 
tation and errors can be eliminated 
through magnetic erasure; indexing 
is by punch-through index — slip 
holder. Machine has instant) scan- 
ning and weighs 13 pounds. Sug- 
gested retail price, $395. 

Executary Secretary: The unit 
has standard operating controls with 
a choice of many 
playback speed is adjustable and 
there is instant stop-start with auto- 
matic back space of two or four 
words. The unit comes complete 
with A.C. line cord, foot control, and 
choice ol earsets. Suggested retail 
price, 5370. 

Executary Combination: Unit has 
the combined features of the exec- 
utive and secretarial units. 

North American Philips Co., Inc., 


accessories. ‘The 


Dictating Equipment Dw., 230 
Duffy Ave., Hicksville, N. Y. This 


firm has produced the Norelco dic- 
tating /transcribing machine using 
magnetic tape as a recording me- 


dium. One model accepts both 
dictating and transcribing — acces- 
sories. T-12 


Norelco *75°: Magnetic tape me- 
dium is contained in a plastic mag- 
azine for instantaneous loading and 
operation. Recording capacity is 35 
or 50 minutes on reusable tape. Dic- 
tation can be controlled from micro- 
phone / loudspeaker. ‘Transcribing 
features adjustable playback speed 
and standard optional accessories in- 
cluding typewriter control bar. The 
portable machine weighs eight 


For further information, use Reader's Inquiry Card 


STOP 


BUYING 
ENVELOPES 


Fed 


Whether you sign purchase or- 
ders or business letters, you've got 
a big stake in the envelopes your 
company uses. 


Why is envelope buying so im- 
portant? Because getting the right 
envelope can make a big dollar- 
difference in the operation of a 
business. 


The right envelope is right in qual- 
ity, design, construction and _ tai- 
lored to its job. It performs without 
waste! No stuck flaps or windows. 
Trouble-free inserting. Jam-free me- 
tering. Speedier mail room han- 
dling right down the line. 


How to select the right envelopes? 
Get in touch with your Tension rep- 
resentative. He’s a specialist, with 
the accumulated know-how of thou- 
sands of envelope problems eco- 
nomically solved. His time costs 
you nothing. His advice can pay 
you well. 


Want new envelope ideas? Send for 
FREE Idea Kit. 


TENSION ENVELOPE CORP. 
818 East 19th Street 
Kansas City 8, Missouri 


Kansas City * St. Louis + Ft. Worth » Memphis 
Minneapolis * Des Moines + So. Hackensack 


362 
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< © tes LY 
Giz: ort 
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Please send me Envelope idea Kit No. 4 


Tension Envelope Corp. 
818 East 19th St. 
Kansas City 8, Mo. 


Name____ 
Company. 
Address 


City _State 
(Circle No. 48 on Reader Inquiry Card) 
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pounds and may be operated trom 
an automobile cigarette lighter re- 
ceptacle. Among the optional ac- 
cessories is a telephone adapter for 
recording telephone conversations. 
Suggested retail price, $189.50. 
Scribe Distributors Co., Scribe 
International Div.. of General Sin- 
tering Corp., 6949 West North Ave., 
Oak Park, Ill. Company markets 
three basic models using a magnetic 
tape recording medium of 30 min- 
ute duration. T-14 
$1-50: A combination dictating 
transcribing machine using the 


Scribe Pak preloaded magnetic tape 
magazine. Dictation can be con- 
trolled from the microphone/ 
speaker. Punched holes in time in- 
dex cards indicate letter length; 
errors are erased on the tape. Sug- 
gested retail price, $325. 

S1-60: A transcribing companion 
for Scribe dictating machines has 
foot pedal operating controls and a 
choice of earsets. Suggested retail 
price: $290. 

SI-70: A combination dictating 
transcribing remote control record- 
ing unit that also uses the Scribe 
Pak, magnetic tape medium. 
Dictating functions are controlled 
from the “Miracle Mike’ desk set 


Flu germs, cold germs, all can 
be spread by your office phone. 
Even phones used by only one 
person can become infected 
from bacteria in the air that 
breed on dark, damp surfaces. 


Leading firms have found 
TELE-SEPTIC phone sanitiz- 
ing spray cuts sick days due to 
colds, flu and other communi- 
cable illnesses. Ideal for home 
use, as well. Costs only $1.00 
See Your Local Stationer or 
Office Supplier Now! 


€ —_ 
verre 
‘tle-septic 
ip &> 
eatin vse se” 


One Can of Laboratory Tested 
TELE-SEPTIC Keeps Your 
Phone Germ-free For Up to 6 
Months. 


Eaton Allen Corp.,170 Tillary Street, B’klyn., New York 


(Circle No. 18 on Reader Inquiry Card) 
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consisting of a microphone /speaker, 
and its control cradle. Up to three 
desk sets can be accommodated by 
one machine. Suggested retail price 
for machine including one desk set, 
5330. Additional desk sets may be 
purchased for $45; desk sets for sys- 
tems using two or more recorders, 
$65., per set. 

Vanguard Dw. of Monroe Cal- 
culating Co., Inc., 556 Central Ave., 
Orange, N. J. Company has mar- 
keted a line of dictating /transcrib- 
ing machines using the magnetic 
sheet recording medium. Informa- 
tion on new models to be intro- 
duced later in 1961, was not avail- 
able at press time. T-15 

Voicewriter Div., Thomas A. Fdi- 
son Industries, McGraw Edison Co., 
West Orange, N. J. A variety of 
machines are available for dictating, 


/ transcribing, or a combination of the 


two functions. A full line of ae- 
cessories complements models using 
vinvl disc (embossed), or those 
using magnetic tape recording me- 
dium. T-16 

Voicewriter: records by emboss- 
ing a vinyl disc with a maximum 
recording time of 30 minutes. Unit 
weighs 12 Ibs. and may be operated 
from an automobile receptacle if 


| desired. Dictation can be controlled 


lrom the microphone /speaker: pri- 
mary controls on the machine. Re- 
cording is indexed by punching a 
paper index slip. This model is also 
available in a transcribing version 
having adjustable playback speed, 


, and the normal choice of accesso- 


ries. A combination unit is also 
available. Suggested retail price tor 


| the Voicewriter dictating machine 


is $385. 

Escort: A portable batterv-oper- 
ated dictating machine weighing 
714 pounds that also uses the vinyl 
disc medium. Normal life of the 
battery is 28 hours; unit operates 
from automobile receptacle. Primary 
controls are on the machine, some 
on microphone /speaker. Indexing 
is done by perforating a paper slip. 
Suggested retail price, $340. 

Envoy: A dictating, transcribing, 
and combination machine operating 
through magnetic tape to record a 
maximum of two hours of dictation. 
The magnetic tape is reusable in- 
definitely. The Envoy is portable, 
weighs 834 pounds, and will operate 
from an automobile receptacle. 
Dictation can be controlled from 


OFFICE MANAGEMENT and AMERICAN BUSINESS 


oe, Pat at : SHS Le ee ee: . «ae a ee a ——— eo: hoe, ee ff 
iy : eT 4 
re 
i} 
; 
rh ete 
ay 
® 
iil iii ieee eciesenantsinrantanenheansittttina 
b | 
ya eer ace. eee | 
. EPS =) ee | ae 
a i eae) me 
: et oa a 
a “ Sa i? _ 
a a . ee a ee 
. ae S502 ae é : 
cee nit a 
wee tS oe ee 
rae ae ee 
wen? le 
Set a | pak ie A ie Or 
7 or = a gaat Cae 
4 rs. a 
ty Fs Se b esate I ie. tig ce 
ie i er Sy * 4 be 6 w ees | 
ye —- 0 i os ith! ee nn } 
it” Rs; Pee ee - ae 
ri a iy ad A ee a 
_ al ye i ‘Se, oe 
| “sick days — 
3 Pts a >. r4 q i. 
r a . , i - 
foo ae 29 at Sige 
SMR ett WS s eo oo BE . 
¥ ce ae: ta C \ phil i ie ee Ny bea” 
4 ae a : at == 
, | ae sg i ae fo 
; Se PS i 2 Se 
r a: an a See 
: . ES f = 3 Bas 
a me 2s a 
Le OE i ae ae 
ma! i Oa a de cs | 
/ ag ae aell — ? ee eo ess 
ida: oi. ite - Pee cabal 
ys a) once te ae 
F “f aia {a me 
Sap he Lh yy 
te a , 
" Ee 
7 } 
‘ } 
ay ; 
E | 
= | 
ih | 
4. p 
’ | 
ae 
| 
: | 
= 
: ae 
‘i | 
or 
a 
a eC 
: 4 
“ae 
t q 
ae, , 
fae 
». a we ee 
= ais ae ee . : ell 
“S Y a a elees~-* tree es ee oe ar ae . . Cpt : — on é ; ‘ : 
Ry i ie yes Aer. Ve Wag Sad a) : ¥ are: > i nee > as 
wae ow sate a i - ei i ie ; —- a a a: et gam a 


ng, 
the 

ac- 
ing 
lose 
ne- 
-16 
(OSS- 
um 
‘nit 
ted 


Ce T- 
ing 
nvl 
the 
ites 
ar\ 
ne 
ing 


lip. 


ng, 
ing 
da 
on. 

in- 
dle, 
ate 
cle. 
om 


ESS 


sd 


Increase the Usefulness 
_ of your Tele 


Tape can pay you dividends 


Adding Teletype tape units to your present 
Teletype page printer can pay you handsome dividends. 
As your printer is used for sending and receiving mes- 
sages and data, the information can at the same time 
be captured in perforated tape form—as a by-product, 
without effort on the part of your operator. This tape, 
then, has many cost-saving uses: 


Save time, increase capacity—the tape can be 
used to retransmit all or part of the information to 
other locations it is an easily storable record .. . 
it can be used over and over to save typing effort. 


Greater accuracy, efficiency— using punched tape 
for repetitive data such as addresses, product descrip- 
tions and other fixed information not only eliminates 


:. eS 


CORPORATION °* 


retyping but also saves possible errors in preparing 
purchase orders, sales records, payrolls and the like. 


Business machine tie-in—the tape is compatible 
with many modern business machines and can also 
serve as “input data”’ for certain types of computers. 


In these and many other ways, the addition of 
Teletype tape units to your present Teletype page 
printer can pay you important dividends. Teletype 
Corporation manufactures this equipment for the Bell 
System and others who require the utmost reliability 
from their data communications. Teletype equipment 
can be used with Data-Phone and other communica- 
tions services. 


sussioiary of Western Electric Company INC 


Free Model 28 Line folder. Write Dept. 36-8, 
5555 Touhy Avenue, Skokie, Illinois 


Tape Reader and 
Typing Tape Punch 


(Circle No. 47 on Reader Inquiry Card) 
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Send-Receive 
Page Printer 


Automatic Send- 
Receive Set 
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how often your 
company’s 


information 
might get into 
the wrong 
hands? 


Avoid Losses! __. 
Avoid Unexpected 
Troubles—with the 


destroy xt 


office paper shredder 
For more information see your dealer or write 
MICHAEL LITH estes corp 


145 West 45th Street, New York 36, N. Y. 


®@ Dealer: Write For Profitable Sales Plan. 
(Circle No. 32 on reader Inquiry Card) 


‘The ONLY Book 


of Its Kind 
That Shows 


HOW TO * 
CUT COSTS 
with x 
PAPERWORK \' 
MANAGEMENT 


Here are the techniques, forms, procedures — 
even job descriptions—needed to control and re- 
duce paperwork costs in any organization—large 
x small, Not only “what” and ‘‘why’’—but 
“HOW!” No experts needed. Any practical per- 
son with experience in office routines can do the 
job with this book as a guide. Instructive and in- 
teresting to read—not written in repelling en- 
cyclopedia or textbook style. If you remember 
H. John Ross’ other books (Technique of Systems 
& Procedures, How to Make a Procedure Man- 


1. What, Why and How of Records Manage- 
ment. 2. How to Start a Records Management 
Program. 3. Records Retention Techniques. 4. 
Records Centers, How to Establish and Operate. 
5. Protection of Vital Records. 6. Files Manage- 
ment, Paperwork. 7. Files Management, Equip- 
ment. 8. Forms M 9 t. 9. Correspond 
Management. 10. Reports Management. 11. 
Procedures Management. 


Take advantage of low pre-publication price 


SPECIAL PRE-PUBLICATION OFFER: Send check 
now for only $17 to reserve your copy of PAP- 
ERWORK MANAGEMENT by H. John Ross, pos- 
tage and packing free. After March 15, the 
price will be $20. You save $3 by ordering now! 
Satisfaction guaranteed or money back within 
10 days after delivery. 


OFFICE RESEARCH INSTITUTE 
Box 744B, South Miami 43, Florida 


(Circle No. 38 on Reader Inquiry Card) 
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microphone /speaker; accessories for 
transcribing machine are of the 
standard type, Retail price, $219.50. 
Midgetape: Magnetic tape with a 
60-minute or 90-minute dictating 
capacity is the recording medium. 
The unit weighs three pounds and 
has most dictating controls on the 
machine. Normal life of the battery 
is 12 to 15 hours; a battery giving 
50 hours of recording time is also 
available. Retail price, $269.50. 
Televoice: a telephone handset 
used with remote dictation systems. 
Dictating controls are by push- 
button. Three stations may be se- 
lected by a simple turn switch. 
The Soundscriber Corp., 6 Mid- 
dletown Ave., North Haven, Conn. 
The company’s Communicator line 
of equipment includes machines for 
dictating, transcribing, as well as 
combination units, portable, battery- 
operated dictating machines, and 
central dictation systems. All ma- 
chines use a green plastic disc for 
recording; the portable unit has a 
recording capacity of 15 minutes 
or 714 minutes per side; office ma- 
chine uses a disc with 15 minutes 
of dictating time per side or a total 
of 30 minutes per disc. The smaller 
portable disc is compatible with 
larger Soundscriber machines. Both 
discs, recorded at 33 1/3 RPM, are 
compatible with home record play- 
ers. Indexing is made directly on 
the disc (single space indicates cor- 
rection, double space indicates end 
of letter) , thus eliminating the need 
for paper index slips. T-17 
Communicator Recorder: Basic 
dictating machine in the line; dic- 
tation is controlled from the micro- 
phone /speaker. Quick review of the 
last few words spoken by the dic- 
tator is automatically controlled. An 
indicator and time scale show re- 
cording time remaining on the disc. 
Suggested retail price: $360. 
Master Communicator Recorder: 
A dictating machine of size and 
shape similar to that of the Com- 
municator Recorder but utilizing 
the Satellite system of remote dic- 
tation. The Satellite system consists 
of a recorder and a miniature con- 
trol center, remotely located, that is 
also a cradle for the microphone. It 
enables the dictator to have only 


the satellite on his desk and to po- 
sition the machine with a secretary 
or stenographer, From the Satellite 
all functions of dictating can be per- 
formed including motor control, 
The — Satellite contains a 
speaker. Another feature of the 


also 


RECORD 
STORAGE. 
At Lowest Unit 


For Inactive Records 


Provide maximum protection 
at minimum cost. Highest grade 
corrugated fibre-board. All one piece 
—no parts to wear, get out of order. 
Single eyelet closure front and 
back provides quick, easy closing 
and opening—and absolute security. 
Labels factory applied, gummed 
titling strips with each box. 25 sizes. 
Sold by all leading stationers. 


Send for FREE Manual of Record Storage Practice; 
complete products catalog. Clip ad to letterhead and 


mail to: Dept. OM-2, 


at Rs 


=\y~ BANKERS BOX COMPANY 
5 - Record Storage Specialists Since 1918 
ye, ‘ ae 2607 N. 25th Ave., Franklin Park, Il. 

2 


(Circle No. 6 on Reader Inquiry Card) 


GENUINE ENGRAVED 


FREE era 


DIES AND QO FOR 
PROOFS $ he 00 


GSeeure BUSINESS CARDS 
500 $11 + 1000 $15 


BUSINESS ANNOUNCEMENTS 
500 ONLY $28 


MEMBER OF 
BIRMINGHAM 
CHAMBER OF COMMERCE - 
BETTER BUSINESS BUREAU 


DEWBERRY ENGRAVING CO. 


3201 - 4TH AVE., SO. - BIRMINGHAM, ALABAMA 


World’s 


Largest 
Engraver 


(Circle No. 12 on Reader Inquiry Card) 


OFFICE MANAGEMENT and AMERICAN BUSINESS 


‘ “ dj * TS a ue a Srey r S PRs Pe Ee ee ale 
or 
| M 
~~ m 
; kidding § _ | di 
. wank re 
’ yourself about a 
- | le 
i genial al 
? | ta 
oe be 
: | ; 
| BS p 
: | a 7 li 
—) , ae | 
9 | < ro Bes 
y << a o O' 
| = oy j 
, ~ _ 
P A é : 
, oe , 2 
cutee - lu 
i —— a 7 f ti 
ee ke BOx i ” 
j I n 
: | ‘ 
ee S 
Po 
- # 
i : il 
nS | 
= | d 
= ' 
: I 
; ( 
& hie 
—o = SS 
a & t 
aon. | a) 
a i * <P | 
; a © < , 
i iad wt ae | 
, You WAS | | 
ee . ‘ * ae | | 
= i — . a 
o* 
| 
; | | soomeen ears — ( 
a | a: | 
< (4 | 
: of er tos* 
7 tg | 
SO OS | | | 
: ual, IDP for Every Office), you'll know what | re 
we mean. More than 300 large pages 8144" x 11”. | 
Over 100 illustrations mostly full-size. Look at | 
these chapters: | 
a | er 
ee | | 
; | 
| | | a i 
ee | a 
ee | 
| o On vy eg Sa 
i ee | | 
, ee 
, = ee 
ae , fe ; B. Wo. =: al ‘orn Bie aa : Se a Sia PE ite o i ae Bye a eae: ie 
| Ce a I a ee yam we - Fees erase a Pris? a ae eed on 3 i. os 


Master Communicator is “magic 
memory,” a device which auto- 
matically positions the record for 
dictation from any portion of the 
record that the dictator has been 
scanning: a person can scan the first 
letter dictated, and then automatic- 
ally return to the last word dic- 
tated. As many as five Satellites can 
be connected with one Master Com- 
municator recorder. Suggested list 
price of the recorder with one satel- 
lite, $425. Each additional satellite 
will cost: approximately $95.00. in- 
cluding 15 feet of connecting cable. 

Executive Secretary: ‘The tran- 
scribing companion of the previ- 
ously mentioned machines having 
standard operating controls includ- 
ing adjustable voice speed. An il- 
luminated ‘Televiewer located on 
top of the cabinet permits the sec- 
retary to note all of the indications 
made on the disc by the dictator. 
Suggested retail price, $370. 

Combination Communicator Re- 
corder/ Transcriber: A key machine 
in the Satellite system if separate 
dictating and transcribing machines 
are not necessary. Unit is a combi- 
nation of the features of both the 
Executive Secretary and the Master 
Communicator. Retail price: $475. 

Traveler: A) portable dictating / 
transcribing machine that is pow- 
ered by flashlight batteries and uses 
a green plastic disc to record up to 
15 minutes of dictation. The six- 
pound, transistorized machine has a 
built-in battery test meter to indi- 
cate the need for replacements, and 
uses the same method of on-the-dis¢ 
indexing as all of the above men- 
tioned machines. Suggested retail 
price: $340. 

Stenocord of America, Inc., 37-20 
48th Ave., Long Island City, N.Y. 
Firm has a line of equipment util- 
izing reusable magnetic belts with 
a maximum recording time of 12 
minutes. Machines are available for 
dictation only, transcription only, 
or combination units. 

Stenocord 400D: Dictation can 
be controlled from microphone 
speaker. Playback through loud. 
speaker is optional as well as carry- 
ing case and inverter for automobile 
cigarette lighter operation. ‘The 
Transcribing unit has standard op- 
erating controls with adjustable 
playback speeds. Network systems 
are also available. Suggested retail 
price, $199.50. 
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Waiting for the mail 
encourages water cooler conventions! 


On office time, too! Work doesn’t 

a : really get under way in most offices 

= until the morning mail is opened and 

distributed. A MailOpener can start 

your business day earlier, save time, 
speed routines. 

e Opening mail by hand is slow, 
time taking, inefficient. A MailOpener 
trims a hairline edge off any size or 
weight of envelope, easily, swiftly, 
leaves contents intact. Big time saver 
ineven the small office. Three models, 
electric or hand. 

e Call any Pitney-Bowes office for a 
demonstration, without obligation. 
Or write for free illustrated booklet. 


FREE: Send for handy desk or wall chart of 
latest postal rates, with parcel post map 8 
and zone finder.  :, 


= Pitney-Bowes 
O 
= MAILXL/PENERS 


Pitney- Bowes, Ive. 
2961 Walnut Street, Stamford, Conn. 


. . originator of the postage meter... 
139 offices in U.S. and Canada. 
(Circle No. 41 on reader inquiry Card) 
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eat Acme Super-Visible 
System lets operators 
find...feed...refile 
cards gunfighter fast! 


Super-fast because it’s 
Super -Visible. Keeps the 
identification edge of every 
card visible to the operator’s 
eye, in quick-flip hinged 
aluminum frames. Cards 
slip out, slip back in a flash, 
faster than most machines 
can use them. Guarantees 
you the full productive 
power of your investment 
in office automation. To 
see how, send coupon today. 


BS v's iste | 


hin, 


| ACME VISIBLE RECORDS, INC. | 
| 2102 West Allview Drive 

Crozet, Va. | 
| Please send facts showing how | 
i | Super-Visible and other Acme | 
| Visible systems untangle the | 

finding and filing snags in office 
| automation. | 
; ee | 
| een 
| OS aE | 
> .* | ln | 
Pa RRS beam aananenenanenenanemal 
(Circle No. 2 on Reader Inquiry Card) 77 
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BARKLEY 
Open Shelf File Supplies 


Open shelf filing is a ‘‘must” where 
space is at a premium for there 

are no space consuming drawers 

to be opened. Barkley open shelf file 
supplies make hundreds of files visible at 
one time; permit filing higher than 

eye level; permit using all the valuable 
floor space, and cost less to operate 

too. Ask us for complete information. 


C. L. BARKLEY & CO. 


Founded 1921 © All Phones MOnroe 6-7061 
1220 W. VAN BUREN ST. *© CHICAGO 7 


(Circle No. 7 on Reader Inquiry Card) 
COSTLY RE-DRAFTING OF 
STOP ORGANIZATION CHARTS 
The COFFIELD ing 
EVERLASTING 


Interchangeable 


ORGANIZATION 
CHART 


EASY TO CHANGE 
A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It’s that simple! 


ELECTRO-MOTIVE DIVISION 
GENERAL MOTOR 


CORPORATION 


Sizes to Fit Any Organization Structure 
Eliminates All Costly Drafting 

Photographs for Sharp Prints 

Invaluable as a Visual Training Aid 

All Parts Are Movable and Re-usable 
Solves Your Chart Problem Forever 

Write for Free 16-Page Illustrated Brochure 
with Price Schedule 


No. OM- 
MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. CHICAGO 14, ILL. 
(Circle No. 30 on Reader Inquiry Card) 
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Yours for the Asking | 


BOOKLETS 
Mailing primer C-1 
Pitney-Bowes, Inc., 2949 Crosby St., Stamford, Conn. F 
Do you really understand the inroads of postal regula- 
tions and habits that can increase or lower the cost of 
your mailings? Questions to help you determine your 
mailing skill are asked in “How Do You Measure Up 
... On Postal Know-How?” A brief explanation of the | Mecesine 
company’s postage metering equipment is included. - 


| | ON Powrar 
. He 


Records storage C-2 
Cirker’s Moving and Storage Co., Inc., 316 E. 46th St., New York 17. 
A boxscore devised to determine the current cost of your record storage, 
and suggestions on how that cost can be lowered, are illustrated in a 
graphic folder. A record retention guide with state requirements and 
pertinent laws affecting records is included. 


New office buildings C-3 
S. E, Rubenstein & Associates, Inc., 230 Park Ave., New 

York 17. If you are considering leasing office space in #™ 

New York City, the 1961 edition of “New Office Build- 
ings—New York City,” could easily become an indis- 
pensable reference guide. The edition lists 24 build- 
ings now in construction, and gives such pertinent 
dlata as space available by floors, transportation avail- — 
ability, price range and lease terms. oe 


Letterhead design C-4 
Whiting-Plover Paper Co., Stevens Point, Wisc. ‘““The design should be 
in keeping, should be compatible, with the nature of the user’s business 
or service,” is the discerning editorial statement made in the preface ol 
the “Workbook of creative ietterhead design .. .” Before and after illus- 
trations of fundamentals, typography and lettering, illustrative techniques, 
color, and “envelopes to match,” affirm the company letterhead as being 
the basic communications tool of business. Samples of outstanding letter- 
heads are included. 


Business calendar C-5 
Manpower Inc., 820 N. Plankinton Ave., Milwaukee, 
Wisc. The “Olde fashioned”’ businessman's almanac 
and vacation calendar provides a standard calendar 
with space to list appointments and a complete vaca- 
tion schedule. Information on the use of office equip- 
ment and supplies is given as well as an explanation 
of the company’s services. One page is devoted to due 
dates for Federal taxes with accompanying explanations. =" 


MANPOWER 
INGl 


BUSINESS ALMANAC 


Computer characteristics chart C-6 
Walter R. Oreamuno & Co., Inc., 40 Exchange Place, New York 5. Com- 
puters and their operational characteristics are charted in the latest 
“Survey of Domestic Electronic Data Processing Equipment” made avail- 
able in single copies by a company of data processing consultants. 


Automation case history C-7 
Labor and Industrial Relations Center, Michigan State University, East 
Lansing, Mich. “Computer Automation, Work Environment, and Em- 
ployee Satisfaction: A Case Study,” by Einar Hardin is available in 
single copies upon request. 


OFFICE MANAGEMENT and AMERICAN BUSINESS 
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Employee pay plans C-8 
“Ethical fairness, economic prin- 
ciple, and engineering application 
form a three-legged pylon on which 
can be erected a dynamically bal- 
anced business and _ national 
growth.” A concluding statement 
from “Economic Productivity—The 
New Growth Factor in Employee 
Pay Plans,” by Allen W. Rucker. 
Reprint is available by executive 


request. Eddy-Rucker-Nickels Co., 
Harvard Square, Cambridge 38, 
Mass. 


Personnel selection C-9 
The effectiveness of personnel selec- 
tion programs can be increased by 
reducing errors in existing-selection 
methods. “Developing a Better Per- 
sonnel Selection Program,” outlines 
ways of improving present hiring 
methods. The Dartnell Corp., 4660 
Ravenswood Ave., Chicago 40. 


Written reports C-10 
Training employees to write ac- 
curately, clearly, and fast is the pur- 
pose of a booklet entitled, “Written 
Reports: How to Improve Them in 
Your Company.” The Industrial 
Writing Institute, Box 4658, Cleve- 
land 24. 


—— 


Slide rule C-11 
Executives and engineers can obtain 
a circular slide rule with which to 
perform simple calculations by writ- 
ing on a company letterhead and 
mentioning this magazine. General 


Industrial Co., 1788] Montrose 
Ave., Chicago 13. 
Offset duplicating C-12 


“Better Processing With Your Du- 
plicating Equipment,” is a_ brief 
study of process duplicating with 
particular emphasis on the offset 
duplicating method. Production 
samples are given with suggestions 
on how to remedy problems com- 
mon in offset duplicator operation. 
Champion Paper Specialties, Inc., 
Hamilton, Ohio. 


Machine evaluation C-13 
Checklists to help evaluate adding 
machines and calculators are de- 
signed to determine the “practicality 
of design and engineering of the 
machine,” and the “operating ease 
and efhciency of the machine.” 
Ample space is given for general 
comments. Victor Adding Machine 
Co., Dept. 230, 3900 N. Rockwell 
t., Chicago 18. 


“oe 


CLASSIFIED 
ADVERTISING 


Rates: Minimum 20 words $7.00. Each addi- 
tional word 35c. Payable in advance. Address 
replies to all Box Number ads c/o OFFICE 
MANAGEMENT and AMERICAN BUSINESS, 
212 5th Ave., New York 10, N. Y. 


For Sale or to Buy 


WANTED: SPEEDAUMAT MACHINES, 
GRAPHOTYPES, NCR #3100 and #3200, All 
Burroughs Sensimatics and Billers, Pitney- 
Bowes, Brandts. Give model and serial for 
quotation. William Marion Co., Dept. Xan 
173 Lafayette St., New York 13, N. Y 


NEW Weekly Book 


Lists ENTERTAINMENT Detail 
(\ —s MONDAY =) 


o, 
ALL tax-required details go in a to 
provide full, SAFE records. ete and 


conmuateat BEACH'S will serve you best. 
e Also, Monthly Books and Weekly Sheets 


SS CATALOGS Sales Leader in U.S. At Stationers, or Write: 
of | BEACH PUBLISHING CO. 
s- Travel reimbursement C-14 Data collection Cay | eS Oe 


S, Traveletter Corp., Greenwich, 
Conn. A brochure explains a sim- 


Control Data C« rp., S01 Park Ave., (Circle No. 9 on Reader Inquiry Card) 


Minneapolis, Minn. An_ illustrated 


r plified expense reimbursement sys- 


tem that eliminates expense checks 
and cash advances. 


Sample books 
Mead Papers, Inc., 118 West First 
St., Dayton 2, Ohio. The company 
has just released two new ledger- 
paper sample-books. The sampling 
of Mead Ledger and Moistrite 
ledger includes white, buff, and eye- 
tone in a variety of weights. 


C-15 


Order processing C-16 
Charles Bruning Co., Inc., Mount 
Prospect, Il. An illustrated booklet 
outlines a technique for order proc- 
essing and invoicing from one basic 
writing. The repeat writing process 
accomplished by the company’s 
Copyflex is depicted as applied to 
order-billing, factory order-billing, 
statement billing, and order-billing 
in teletype networks. 
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booklet describes the company’s 180 
Data Collector which gathers in- 
formation at the point of origin. 
Operation specifications included. 


Room dividers C-18 
Stelzer Moldings, Inc., 23184 Keller 
St., South Bend 28, Ind. An illus- 
trated portfolio shows types of alum- 
inum framing for glass, or flat or 
corrugated plastic panels. Among 
the subjects discussed are room di- 
viders, and privacy cubicles. 


Tape Transmitter-Receiver C-19 
Friden, Inc., 1 Leighton Ave., Roch- 
2, N. Y. A ten-page booklet 
describes the advantages of the 
Dual Teledata Tape Transmitter- 
Receiver, a machine designed to 
transmit a single continuous tape 
at rapid speed. Construction of ma- 
chine and its accessories is described. 


ester 


MAXIMUM > 
TYPING. 
EFFICIENCY 


THE LETTEREX CORPORATION 
_ Washington 24, D.C. 
‘(a division of Allied Paper Corporation) 


(Cirele No. 29 on reader inquiry Card) 
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A DV E RT { Ss E RR ’ 4 | i | D E xX Circle KEY NUMBER on Reader Inquiry Card 


Key 
A 
1 Acco Products Div. of Natser 
soc aiaies Stra ice weak 
Agency—Geer, DuBois & Co., 
Inc. 


2 Acme Visible Records, Inc... . 

Agency—Cargill, Wilson & 
Acree, Inc. 

3 Addressograph-Multigraph 
GS 5 6ia.hd Rie wce reese ee 
Agency—The_ Griswold-Eshle- 

man Co. 

— American Telephone & Tele- 
graph Co., Business Equip- 
ment Sales-Dataphone ...... 
Agency—N. W. Ayer & Son, 

Inc. 

— American Telephone & Tele- 
graph Co., Long Lines Dept. 
Agency—N. W. Ayer & Son, 

Inc. 

4 American Type Founders Inc.. 
Agency—Douglas Turner, Inc. 

S Autocall Co., The........... 
Agency—Coleman Todd & 

Assoc. 


6 Bankers Box Co............. 
Agency—Frank C. Jacobi 
Advertising, Inc. 
7 Barkley & Ce, C.L.......... 
Agency—Frank C. Jacobi 
Advertising, Inc. 
=> Bee Coe, Fie... 6.6665... 
Agency—Chirurg & Cairns, 
Inc. 
9 Beach Publishing Co......... 
Agency—Francis Advertising 
Agency 


Page 


va 


35 


37 


— Bell Telephone System...... 3, 35 


Agency—N. W. Ayer & Son, 
Inc. 
10 Borroughs Mfg. Co.......... 
Agency—Roland G. Spedden 
Advertising Agency 


c 
11. Columbia Ribbon & Carbon 
PS is is ce cndeawcws xs 


Agency—E. M. Freystadt 
Associates, Inc. 


12 Dewberry Engraving Co...... 
13 Du Pont de Nemours & Co., 
Inc., E. I. (Fabrics Div.)..... 
Agency—Batten, Barton, 
Durstine & Osborn, Inc. 


55 


24 Eagle Panel Co...........; 68, 69 


Agency—Shaller-Rubin Co., 
Inc. 

15 Eastman Kodak Co., Business 
Photo Methods Verifax Equip. 
eee ere 
Agency—J. Walter Thompson 

ca. 

16 Eastman Kodak Co., Graphic 
Reproduction Ektalith Material 
— Walter Thompson 

oO. 


80 


45 


Key 
a7 


18 


19 


20 


21 


24 


27 


30 


31 


32 
33 


34 


35 


Page 
Eaton Allen Corp., 
2S eee 8 
Agency—Reiter-Ross, Inc. 
Eaton Allen Corp. 
eee 74 
Agency—Reiter-Ross, Inc. 
Eureka Specialty Printing Co.. 59 
Agency—Kretschmer, Kellow 

& Dinner, Inc. 


F 


Farrington Electronics, Inc... . 7 
Agency—N. W. Ayer & Son, 

Inc. 
a re ere 38 
Agency—Richard N. Meltzer 

Advertising, Inc. 


G 
Graphic Systems ............ 44 
Agency 
H 
Haloid Xerox Inc. (Copyflo 
MI auc eaisieeiectcinats 2nd Cover 


Agency—Hutchins Advertising 
Company, Inc. 

Haloid Xerox Inc. 

(Master-Making Equip- 

Ne eee oho eed ead 39, 40, 41 

Agency—Hutchins Advertising 


Company, Inc. 
Hamilton Cosco, Inc......... 50 
Agency—Caldwell, Larkin & 
Sidener-Van Riper, Inc. 
Hammermill Paper Co... 3rd Cover 
Batten, Barton, Durstine & 
Osborn, Inc. 
K 
Mee Lex Nils. Ce... .....5.:. 66 
Agency—Hutchins Advertising 
Co., Inc. 
L 
Eeepess Ce. TWe... 6.625% 56 
Agency—tThe Biddle Co. 
Letterex Corp., The......... 79 
Agency—Ernest S. Johnston 
Agency 
M 
Management Control Charts 
I ROE ee 78 
Age ncy—Stern, Walters & 
Simmons, Inc. 
Merriam Co., G. & C........ 36 
Agency—Noyes & Co., Inc. 
Michael Lith Sales Corp..... . 716 
Minnesota Mining & Mfg. Co., 
Thermo-Fax ....... 18, 19, 20, 21 
Agency—Erwin Wasey, Ruth- 
rauff & Ryan, Inc. 
Moore Business Forms, Inc... 10 
Agency—N. W. Ayer & Son, 
Inc. 
N 
National Blank Book Co... 4th Cover 
Agency—Sutherland-A bhott 
Advertising 


OFFICE 


Key 


37 


38 


40 


41 


42 


43 


ad 


4s 


46 


47 


48 
49 


50 


51 


52 


53 


National Cash Register Co., 
The (Business Machines). ... . 4 
Agency—McCann-Erickson, 

Inc. 
National Cash Register Co., 
fp tig > 2. rere 49 
Agency—McCann-Erickson, 

Inc. 


Office Management and 
American Business ......... 48 


Office Research Institute... . . 76 


Photorapid Corp. ........... 25 
Agency—Wade Advertising, 

Inc. 
Pitney-Bowes, Inc. 
(Mail Inserter Machine). .... . 9 
Agency—L. E. McGivena & 

Co., Inc. 
Pitney-Bowes, Inc. 
a eee 77 
Agency—L. E. McGivena & 

Co., Inc. 


Q 


Quality Park Envelope Co.... 34 
Agency—Craddick Advertising 


Rex-Rotary Distributing 
ee Sh aeiren 16, 17 
Agency—Geer, DuBois & Co., 

Inc. 
Reynolds & Reynolds Co., The 81 
Agency—Webher, Geiger & 

Kalat, Inc. 
Royal McBee Corp., Data 
re 67 
Agency—C. J. La Roche & 

Co., Inc. 
Royal Typewriter Co., Div. of 
Royal McBee Corp., Roytype 
RS ater 24 
Agencyv—Young & Rubicam, 

Inc. 


T 
po ree 75 
Agency—Marsteller, Rickard, 
Gebhardt & Reed, Inc. 


Tension Envelope Corp...... . 73 
Agency—Potts-Woodbury, Inc. 
Thomas Collators, Inc... ... . 62, 63 
Agency—Douglas Turner, Inc. 

U 
Universal Shredder Co....... 44 


A gency—Campbell-Williams- 
Stark Advertising 


w 
Wassell Organization, Inc..... 56 
Agency—Wade, Walden & 
Whitman, Inc. 
Se ee eee 58 
Agency—Batten, Barton, 
Durstine & Oshorn, Inc. 


¥ 


Yawman & Erbe Mfg. Co., Inc. 53 
Agency—The Rumrill Co., Inc. 


MANAGEMENT and AMERICAN BUSINESS 
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When you can’t see the business 
for the paper work 


FEBRUARY 1961 


for this free booklet “10 Ways To Make Your Business Forms Pay Dividends” 


aaa re seal 
eaten 


call Reynolds & Reynolds! 


Many executives today have lost personal and profitable contact 

with business because too much of their own valuable time and talent are 
consumed by office paper work. Reynolds and Reynolds representatives 

are experts at eliminating deadwood paper work, trimming and revitalizing 
existing forms to streamline office procedure, or economically designing . 
and coordinating new forms into an efficient, integrated system. 
Hundreds of large and small companies have enlarged their business perspective 
by installing Reynolds & Reynolds custom-tailored payroll checks, 

voucher checks, purchase orders, invoices, inventory records, production 
records, letterheads, envelopes, customer statements, machine accounting 
forms, bills of lading, journals and ledgers—to mention a few! 


Have a Reynolds & Reynolds representative go over your paper work with you! 
There’s no obligation! 


Write to the Reynolds & Reynolds Company, Dayton 1, Ohio 


The Reynolds & Reynolds Company 


DAYTON, OHIO e CELINA, OHIO e DALLAS, TEXAS e LOS ANGELES, CALIFORNIA 
BUSINESS FORMS AND SYSTEMS SINCE 1866 
Also manufacturers of Post-Rite Pegboard Accounting Systems 


(Circle No. 44 on Reader Inquiry Card) 
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THE NEW FRONTIER 


ON a cold, snowy day, which miraculously cleared just before the most 
solemn public ceremony our country offers, John Fitzgerald Kennedy last 
month took the oath of office as the 35th President of the United States. 

The ceremony was, typically, late in getting under way. Punctuality, 
the most tedious of the petty virtues, has never been one of the President's 
fetishes. Even though this time he was not responsible, it was fitting that 
his inauguration should begin a few minutes beyond the scheduled hour. 


Nor did the ceremony run smoothly in other ways. A fire broke out 
in the lectern, and had to be extinguished while the dignitaries waited. 
Robert Frost, his eves dazzled by the sudden appearance of the sun, had 
to abandon reading the preface for his poem, “The Gift Outright” and go 
on to recite the poem itself in a voice grown suddenly vigorous and con- 
fident. 


We think the little flaws in the ceremony served to dramatize the 
features which were most important—the speech of the new President, 
his pledge, his beliefs, his statement of his objectives, and the vigor and 
obvious conviction which could be felt in that statement. The trivial mis- 
fortunes lent greater emphasis to the true substance. 


We hope this same reversion to fundamentals—this same concentration 
on the forest rather than the trees—will become again a characteristic 
of business as well as government. Too many businesses—in particular, 
too many ofhices—have for too long comforted themselves with the facade 
rather than the reality, the image rather than the accomplishments. 


Good luck to the New Frontier—or the old virtues—in Washington 
and in the nation. 


OFFICE MANAGEMENT and AMERICAN BUSINESS 
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Which of these 
Hammermill 
Graphicopy Papers 
could you use 
profitably now? 


Check as many as you like: 


FOR OFFSET PRINTING 


O HAMMERMILL BOND 


Standard of quality for better-looking letterheads. forms, 
enclosures. Clear, bright and strong. Good erasability and 
typewriting quality. White and 13 beautiful colors. 


O COCKLETONE BOND 


For executive letterheads and important documents. 
Luxury paper at modest cost. Excellent typing, writing and 
erasing surface. 


CO MANAGEMENT BOND 


A good-looking watermarked paper for low-cost letters, 
forms. enclosures. Fine typing and writing surface. 


O} WHIPPET BOND 


For forms. advertising literature. bulletins. catalog pages. 
An economical unwatermarked bond with top press per- 
formance qualities. 


O HAMMERMILL OFFSET SUPER-SMOOTH 


Outstandingly level surface gives brilliant printing effects 
with life-like illustrations. Runs well on spirit duplicators. 


O HAMMERMILL OFFSET WOVE 
For general purpose offset reproduction: advertising 
pieces, sales literature. manuals. catalogs. 


O HAMMERMILL OFFSET VELLUM 


For all kinds of ad-promotion printing. Gives a softer more 
subtle effeet to art work and product illustrations. Also 
works well with stencil duplicators. 


O GLOSSETTE COATED OFFSET 


For sharpest reproductions of black and white or colors 
—type. solids. illustrations. Ideal for bright. sharp spirit 
duplicator copies. Works well as a spirit master. 


O DEEPLAKE OFFSET 


A reliable general purpose paper at a very reasonable 
price. Wove finish. 


CO HAMMERMILL OPAQUE 


Gives extra sparkle to type. solids. illustrations. Tops for 
two-side printing. Good for extra-quality stencil duplicat- 
ing with contact dry or paste inks. Vellum finish. 


O HAMMERMILL INDEX 
For index cards. show cards. folders. menus and general 
advertising. Strong. snappy and easy to use in the type- 
writer or on the spirit duplicator. Best index paper for 
any printing. 


FOR MIMEOGRAPHING 


LC) HAMMERMILL MIMEO-BOND 
For top-quality reproductions of bulletins. seripts. sales 
letters. other mimeographed messages. Lint-free. with 
minimum set-off. Gives more than 4,000 readable copies 
per stencil. 


C) WHIPPET MIMEOGRAPH 


For clean, sharp, low-cost mimeograph copies. Lies flat, 
runs fast. 


FOR DUPLICATING 


LJ HAMMERMILL DUPLICATOR 
Gives outstandingly bright. sharp copies of bulletins, 
reports. invoices. Colors. made with alkali-resistant dyes, 
are right for Azograph duplicator use. 


WHIPPET DUPLICATOR 


For attractive spirit and gelatin duplicated messages at 
low paper cost. 


CO) HAMMERMILL DOUBLE PURPOSE 
MASTER PAPER 


For long or short run masters on spirit and gelatin dupli- 
cators. Good for offset reproduction proofs. 


FOR SPECIAL PURPOSES 


CO) HAMMERMILL TRANSLUCENT 


For “whiteprint™ machine masters. Excellent for printed 
headings by offset duplicators. Types. writes, erases well. 
High translucency gives fast. clear copies. 


CO) HAMMERMILL BRAILLE 


Made especially for clean. firm. durable embossing of 
smooth raised dots by the Addressograph-Multigraph 
Braille Duplicator or the Perkins Brailler. 


O MYLAR* REINFORCED PAPERS 


Three-hole punched for long use in three ring binders. 
Super thin Mylar film lets you feed papers automatically. 
Available in round and square cornered Hammermill Bond. 
Hammermill Duplicator, Mimeo Bond, Whippet Bond, 
Mimeo and Duplicator also available in square corners. 


ASK YOUR HAMMERMILL SUPPLIER for profitable 


information on any Graphicopy paper. Hammermill Paper 
Company, Erie, Pennsylvania. 
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RESULT: New Security for Valuable Records 


ee Don’t think for one minute that all 3-ring binders are alike. That ‘“‘Lock 
“y : Booster” lever at the top of NBB binders opens, closes and locks the rings 
preventing spilled sheets — and it can’t be found on any other binder! 


You would expect to get the best ring book ‘‘mechanism” from NBB — they make 
more of them than any other company. Furthermore, in NBB ring books you get extra 
unique features such as metal hinges for flexible covers for longer wear . . . fibre backs to 
guard against scuffing . . . turtle backs® with rounded contours for easy handling and, 
on vinyl! binders, nylon reinforced hinges for added years of service. 


Ordering ring binders? Call your NBB office supply dealer or write direct for more 
facts on NBB ring binders. National Blank Book Company, Dept. 1702, Holyoke, Mass. 
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